NICOLE JAROSZ
34729 Wick Rd, Romulus MI 48174

(313) 452-1314

star_shorty2@hotmail.com

PROFESSIONAL EXPERIENCE
Mich Tech One, Willis, Michigan
Administrative Assistant
4/2011 – Present

· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, data base, or presentation software.

· Answer phone calls and direct calls to appropriate parties or take messages.

· Perform general office duties, such as ordering supplies, maintaining records management database systems, and performing basic bookkeeping work.

· File and retrieve corporate documents, records, and reports.

· Open, sort, and distribute incoming correspondence, including faxes and email.

· Coordinate and direct office services, such as records, departmental finances, budget preparation, personnel issues, and housekeeping, to aid owner.

· Manage and maintain owner’s schedule

· Process payroll information

· Interpret administrative and operating policies and procedures for employees.

NJ Home Cleaning, Lincoln Park, Michigan
Owner

7/2005 – 4/2011

· Oversaw activities directly related to making products and providing services.

· Directed and coordinated activities of business concerned with the production, pricing, sales and distribution of products and services.

· Determined goods and services to be sold, and set prices and credit terms, based on forecasts of customer demand.

· Developed and implemented product and service marketing strategies including advertising campaigns and sales promotions.

EDUCATION
Gabriel Richard High School, Riverview, Michigan
Completed coursework towards High School Graduate – June 2001
ADDITIONAL SKILLS

· Adept in QuickBooks

· Adept in Microsoft Office
