Kimberlee Shaw
 | Windsor, CO | (949) 291-3285 | kimberlee_shaw@hotmail.com
Objective
My various roles in the administrative and management fields have given me the advantage of learning many different skills. For example: Customer Service (in one position, the Federal Government), Accounts Payable/Receivable, Payroll, Profit and Loss Tracking, and Satellite Office Supervision. While I have taken a break from work outside the home to raise my family, I am ready to put those skills to use once again in the secular workforce.   
Experience
Administrative Assistant
OneSource Energy Services – Laguna Niguel, CA
03/2001 – 04/2003
· Accounts Payable/Receivable
· Payroll
· Job Tracking/Profit and Loss
· Office Management
· Dispatch
· Answering and properly directing phone inquiries
· Passed Federal Background Check to secure position in Federal Facility

Bookkeeper
Ralphs Grocery Co./Kroger – various locations
11/1997 – 3/2001
· General Ledger Accounting
· Handling of store cash and deposits, bank reconciliation
· Processing of paper checks for deposit
Department Manager
Ralphs Grocery Co./Kroger – Victorville, Ca
4/1996 – 11/1997
· Customer Service
· Management
· Ordering and Maintaining Inventory
· Scheduling

Education
Apple Valley High School – Apple Valley, Ca
References
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