ALLISON M. MADDUX
m_allison23@hotmail.com                                                   410 Meadowbrook Ct. Hayden 81639
PO Box 1612
(970) 367-5954 (home)  970-291-1404 (cell)
------------CORE LEADERSHIP QUALIFICATIONS------------
· Excellent leadership skills and works well under stressful situations
· Drug and tobacco free
· Proficient in Microsoft Word, Microsoft Excel, Microsoft PowerPoint and typing 40+ wpm
· I am accurate, detail orientated, self- motivated and can multi-task
------------------------------PROFESSIONAL EXPERIENCE-----------------------------------------
TIC


Steamboat Springs, CO





    4/13-Present

HR Assistant II/Data Entry Operator
· Auditing of applications, W-4’s and payroll

· Employment verification

· Data entry for new hires, re-hires, transfers, terminations and consultations

· Multi-line phone use and customer service

· Knowledgeable use for SAP/HRIS system (Human Resource Information System)

· Create positions in SAP in USA systems as well as Canadian systems
DSI


DeKalb, IL






      8/12- 3/13
Housekeeper

· Responsible for quality cleaning of clinical offices.
Paramount (Tegrent/Sonoco)
 DeKalb, IL





      5/11-5/12         
Packer
· Daily inspecting of blister products and packaging them accordingly to customer's directions.
· Constantly lifting weights up to 45lbs.
· Opening and closing finished orders and filing paperwork accordingly.
· Housekeeping and organizing.
Taco Bell  

Shift Manager
   Dekalb,IL

6/10-5/11

· Manage employees and daily cash transactions while greeting customers and taking orders.
· Taking inventory, counting drawers and safe while entering data on the system daily.
· System data entry of daily orders, inventory, income and profit, payroll, entering time for employees and making work schedules.

· Daily bank deposits in person.
Team Member/ Team Trainer   Fruita, CO

           10/06-5/10              
· Daily customer greeting and taking orders on front counter and drive thru.
· Prep work area and preparing orders.
· Inventory and unloading the truck with boxes up to 30 lbs.
· Daily cleaning and organizing of the restaurant.
· Help train new employees

-------------------------------------EDUCATION/PROFESSIONAL------------------------------
2006- 2010

Fruita Monument High School, Fruita, CO


            Diploma

2010


Kishwaulkee Community College, Malta, IL
          

       Gen Ed/Art







         
