Nicole Goff
1427 Valley St. Hannibal, MO 63401
Cell: (573) 719-7475

Objectives:
	I’m seeking an office position, bookkeeping if possible, it’s a career I can pursue and be happy with my decision.

Qualifications and Skills:


· Word 2007		
· Excel 2007
· Access 2007
· Automated and Manual Accounting
· Strong aptitude for numbers
· Learn Quickly
· People Skills/Communication
· Positive Attitude
· Outlook
· Missouri Weatherization Assistance Program(MoWap)
· WxApp


Education:

Bowling Green High School						August 2006-May 2010

Administrative Business Technology, Pike/Lincoln Tech Center	August 2010-May 2011
I maintained a 99.64% attendance rate and a GPA of 4.0

Experience:
· Passed Accounting 1 & 2
· Computer Classes
· Personal Finance
· Algebra 1 & 2/ College Algebra
· Internship with Pike County Assessor’s Office

Work History

Community Alternatives of Missouri- Direct Care Staff	             10/13- Present
· Care for people that are disabled
· Support, advocate, and help achieve their goals

Fresh Ideas Management LLC - Chef					9/12- 10/13
· Prepare & cook food
· Clean
· Keep detailed records of inventory used
· Problem Solve

Levering Regional Health Care - Receptionist			6/12- 10-12
· Answer Phones
· Keep track of resident location
· Secure the building

Swiss Colony Contact Center - Customer Service Rep		7/12-8/12
· Answer Phones
· Take Orders on the computer



North East Community Action Corp - Administrative Assistant	5/11-10/11
· 
· Data Entry
· Filing
· Inventory
· Billing
· Process Files
· Order Materials
· Contact vendors
· Write up Purchase Orders
· Answering Phones
· Calculate Job Cost





Pike County Assessor’s Office – Clerk				3/11-4/11
									(Work Experience)

· Filing
· Data Entry
· Edited Records
· Ran postage machine


Pizza Hut - Server							3/10-7/11
· Take orders
· Put the orders in the computer
· Customer Service

Hickman’s IGA – Cashier/Carry-out					8/08-5/09
· 
· Ran register
· Counted cash in drawer
· Customer Service
· Inventory
· Price items


C & R Market - Cashier						5/08-7/08
· 
· Ran register
· Counted cash in drawer
· Customer Service


Volunteer work:
· I volunteer to help set up polling places for the elections; sometimes I get paid and sometimes I don’t.
· I volunteered at Teal Lake assistant living facility and helped my step-mom in the kitchen and serve the meals.

References:
· Melissa Hodde		Lead Direct Care Staff			573-721-7953
· Janet Hamilton		Direct Care Staff			573-795-9025
· Martin Porter		Lead Chef				770-880-3444
· Debbie Woolfolk	Receptionist Supervisor			573-406-0894
· Lori Collins		Pike-Lincoln ABT Teacher		636-262-1504
· Karen Powell		NECAC Administrative Assistant	573-470-8178
