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Professional Experience

Wofford College								              Spartanburg, SC
Mailroom Clerk								              October 2020-June 2021

· Received, and sorted incoming mail 
· Scanned all incoming packages into system by carrier and or by department
· Sent out email notices to students when packages arrived
· Verified students identity, and handed out student mail and or packages
· Ensured delivery of outgoing mail to the post office
· Arranged for courier services to pick up packages
· Completed daily mail runs to university departments for mail delivery picked up outgoing mail
· Maintained adequate mailroom supplies

Doug’s Landscaping and Tree Service						       	         Saluda, NC
[bookmark: _heading=h.gjdgxs]Office Administrator								      June 2004-May 2020

· Paid company debts as they came due for payment
· Issued invoices to customers
· Recorded cash receipts, and made bank deposits
· Provided paperwork, and information to the external accountant
· Maintained an orderly accounting filing system
· Processed payroll in a timely manner
· Provided clerical, and administrative support to management
· Performed data entry
· Compiled financial information, processed journal entries and reconciled data in company ledger

Education

East Henderson High								        Hendersonville, NC
Diploma                                                                                                                                   August 2000-May 2004

Certification

South Carolina Notary Public                                                                            December 2018-December 2028

· Authorized Duties: Certify documents, administer oaths, and affirmations

Additional Skills

· Experience with QuickBooks software
· Organized
· Type 40 wpm
· 10 Key
· Strong work ethic, and time management

