Amanda A. Evertsen	815-814-6798
7652 N Osceola Ave Illinois, 60714
evertsen0714@gmail.com

Professional Profile

Highly motivated, Dependable, Goal Orientated, Strong Willingness to Learn and Personable.



Drafting letters
Typing skills
Photocopying of documents
Maintaining Filing Systems
Maintaining / Ordering of Office Supplies
· Inspecting parts
· Assembling parts
· Able to read and understand blue prints
· [bookmark: _GoBack]Understand and follow safety guidelines




Professional Communication Skills
(Written & Verbal)
Experienced with Microsoft Word
Experienced with Excel
Customer Service Orientated



Professional Accomplishments

General Business Office Duties Answering of Phones Maintain weekly filing
Photocopy documents for Mortgages
Shipping packages out to Government Agencies by UPS Opening, date-stamping, sorting of mail
Drafting Letters
Mass-Marketing Mailings
Faxing time-sensitive documents

Restaurant Service Catering Orders Cashier Clerk
Food Prep
Processing Phone Orders Head Kitchen Coordinator Coordinating Delivery Schedule
Reconcile Customer Service Disputes Professionally



Work History

Receptionist / File Clerk		
Ameritrust Mortgage
Crystal Lake IL

Assembly Line 
Sage Industries
Cary IL

Assistant Manager
Rosatis Pizza

February 2006 - December 2007 



February 2008 - June 2010 					


January 2008 - June 2011	
McHenry IL
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Education

McHenry West Campus High School 
· High School Diploma
· 3.2 GPA

McHenry County College
· Pursing a Financial Business Degree
      
      Everest University
· Currently receiving  my associates in Business

Volunteer 
· McHenry Public Library - McHenry IL
· Turning Point - Crystal Lake IL



References

References are available upon request.
