Chantel D. Ehlers
381 Main Street


Pierron, IL 62273
(618)651-1213
chantelehlers@yahoo.com 

Objectives:
To safely and successfully complete every job this organization feels fit for my ability.  I am eager to learn every aspect of the business that will allow me to perform my duties at the highest level.  My goals are to be the best at any position introduced to me and to achieve that in a way that is productive and safe for the organization, the community and the environment.  As in every business operation, I will strive to produce the highest level of proficiency, allowing the business and myself to be as successful as possible.

Education:

Jersey Community High School
Jerseyville, IL 62052
1989
Lewis & Clark Community College

Godfrey, IL 62035

2001

Kaskaskia College

Centralia, IL 62801

2002

College courses include general education, computer literacy, and keyboarding (50-60 wpm)

Employment:

Verification Clerk/Temp

Southern Illinois University-Edwardsville

(6/13-present)

Responsibilities: verification of FAFSA info & enrollment hours, checking aid and loan status, advising students and parent on missing or incorrect docs in order to complete aid package.
Data Entry Contractor

Lender Processing Service

(9/12-present)
Responsibilities: research and retrieval of public records, copying key point data into company specific software, uploading data retrieved to corporate via internet, invoicing for services and copies per request. Use of Microsoft Office and Excel, Windows Live Mail, fax/copy machine, eternal 10-key
2K’s Cleaning Service

Owner/Operator

Pierron, IL
(2/03-present)

Responsibilities: Obtain clients, maintain accurate tax and business records, order supplies, accounts payable/ receivable, set up appointments and contracts with confidentiality. Use of fax machine, copier, 10-key, computer, and multi-line phone. Microsoft Office, Outlook, Excel, and Word.
Wells Fargo Home Mortgage

Customer Service Representative
(3/02 – 1/03)

Responsibilities: Customer concerns, accounts payable/ receivable, onboarding employees, client information and filing, distribute intra office e-mail, assisting loan officers with loan applications and uploading through system, ordering and billing of all office supplies and advertisement, set appointments for loan officers and manager. Use of computer, multi-line phones, fax machine, copier, printer. Programs Windows Office, Excel, Access, Outlook, and Power Point, as well as job specific software. 
Computer Hardware/ Software Knowledge

· Microsoft Office Suite
· Excel

· Word

· Outlook

· Power Point

· Windows systems 
Professional Experience

· Handle multiple projects concurrently

· Quickly learn procedures and methods

· Ability to work independently and be a team player

· Knowledge of secretarial practices and procedures

· Verify accuracy of date

· Ability to meet deadlines

· Excellent communication skills

Personal References

  Andrea Evancho
  Accountant

  (618)210-0045
  Becky Darr
  Phlebotomist

  (618)946-4123
  Michelle Price
  Loan Specialist
  (618)978-5245  

 More references upon request…
