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	SANDRA DAVIS

	Objective: To obtain a position in a company where I can use my skills and talents to benefit the company.


  


Livtel                                                                                                             Dec 2011 thru July 2012
At Home 
Customer Consultant
Answer all incoming customer service inquiries, problems and concerns for Limos.Com. Provide excellent customer service care to all customers.  Handled operation, affiliate and operator support calls. Handled all scheduling of the Limousine Drivers for scheduled appointments. Called Customers to Confirm next day rides. Provided professional behavior through out.  Booked all customer service rides such as airport rides, wedding rides , prom rides and all other transportation needs


Brickey  Construction                                                                                    Nov 2008 thru Dec 2011
Operations Manager 
Managed all incoming contracts on all current projects, Processed and distributed leads to all salesmen. Ordered all permits for daily build jobs. Assisted Homeowners with getting the current and proper insurance paperwork. Made sure all city contract licenses were current. Handled Accounts payable / receivable and payroll in QuickBooks and AS400. Assisted owner in all administrative duties. Ordered Eagle views for all homeowners’ property and uploaded all paperwork in to Sales Force. Assisted with the hiring process for all employees. 

Western Waterproofing                                                                                  Mar 2006thru Oct  2008
Branch Administrator 

 Responsible for all administrative duties for 5 project managers, processed all end of month billings upon approval of  project managers and branch managers, processed all payables in AS400, processed payroll in AS400 for 60 employees, Handled all accounts receivable checks and phone calls. Handled all certificate of insurance set up and sub contractor set up. Handled all billings procedures for approximately 30 clients. Worked with Excel, Word, 10 key by touch and all office machines. Processed all expense reports. 
                                                                                                                          
Lyntek,                                                                                                               Oct 2005 thru Feb 2006
Administrative Assistant 

Work included Answer incoming calls, filing, working with Excel, PowerPoint, word, lotus and outlook. Prepared all proposals for company projects. I was Assistant to CEO and President of the company handling all travel arrangements both Domestic and International. Additionally, I assisted Accounts payable and Accounts receivable depositing all checks, and balancing sheets in Excel. Purchased all office supplies. Scanned all documents for the CEO. New Employee Orientation. Placed classified ads and coordinated interviews. 

Qualifications: 
• Responsible for the coordination of all aspects of the company and I am ready to update changes made, and willing to handle these responsibilities with my own initiative. 
• Experienced and proficient in Microsoft Word, Excel, PowerPoint, QuickBooks, Lotus, Access, AS400,10 key by touch and Outlook. 
• Capable of handling challenging tasks as well as challenging people. Immune to the stressful demands that often accompany this high paced field of work.

