Amanda S. Kaufmann

2394 Plum Ave
Wilton, IA 52778
563-260-1926 amandasue43@gmail.com


Summary	I am a high energy, self-motivated, hardworking professional looking for an employer with a need for my experience and skills. My goal is to help my employer achieve their optimum goals for their company’s success and growth as well as my goals and the opportunity for advancement within the company.

Experience

10/10/12 to 	Cleary Building Corp Tipton IA
10/28/13		Branch Secretary

Enter daily MPS reports pertaining to sales and crew daily hours, manage all paper work for new hires and termination papers. Enroll employees in benefits. Order office supplies and conduct monthly inventories. Enter payroll hours for crew members. Answer phones and help direct customers. Keep accurate statuses on buildings being built and report on them daily as well as order supplies if changes are needed. Collect payments for building being built. Arrange for out of town travel for crew and management. And many other daily office duties.

12/11 to 08/12	Securitas Security Iowa City IA
		Office Assistant

[bookmark: _GoBack]Advanced office work, HR assistance as well as payroll and overtime management. weekly billing invoices, uniform inventory, charting and graphing. Timesheet training and weekly orientations for new hires. Creating and distributing monthly newsletters as well as, filing, emailing, sorting and keeping HR confidential files and records.  

10/11 to 11/11	Mercer Iowa City IA
		Temp

Enroll employer’s employees for insurance during open enrolment. Help them navigate through system and acquire information.


10/10 to 10/11	Open Arms Iowa City IA	
Assistant Teacher

Help lead teacher with daily activities, create curriculum, preform daily sanitations. Child care preschool ages 2-3.		

09/08 to 10/10	Trade Secret Coralville IA
		Beauty Advisor/Stylist

		Organize work items, conduct training and help for new hires, research and sell product,
		paper work, customer service, all things that entail the beauty industry.

02/04 to 09/08	Home Oil Atalissa IA
		Fuel Desk Clerk

		Train, customer service, paper work, handled large increments of funds, placed orders,
		stocking.

Education

2007 to 2009	La’James Iowa City
		Cosmetologist License

2001 to 2006	Wilton Jr/Sr High School Wilton IA
		Diploma

Technical 	*Customer Service
Skills		*Word Processing
		*Spreadsheet
		*Microsoft Word
		*Quickbooks
		*Power point
		*Excel  
		*Customer Relations/Support
		*Filing
		*Office Assistance
		*HR Assistance
		*Payroll
		*Billing
		

References	James Provine; Branch Manager, years known 1, 319-530-1100		
		Ed Swan: Sales Representative, years known 1.5 563-10-1404 

