Cassandra C. McElfresh

3040 Ronan Drive ( Lake in the Hills, IL ( 60156

847-890-0845 ( ccmcelfresh@comcast.net
	profile


Enthusiastic team player seeking full-time employment with an organization providing opportunities to utilize my administration office management education and grow professionally. Background experience in data entry, accounts payable, customer service and merchandising.    

Computer proficient including: Microsoft Windows, Word, Excel, and PowerPoint.
	experience


Jewel Food Store – Algonquin, IL




 April, 2013 – Present

Food-Deli Clerk

· Provide personal customer service in a retail environment.

· Greet customers, answer inquiries and assist in merchandise selection.

· Organize and maintain merchandising displays and maintain clean work areas.

Intren, Inc. – Union, IL





     May 2011 – January 2012

Temporary Office Help
· Implemented archiving system in Payroll Dept. for employee files. 

· Implemented archiving system for driver files for Safety Dept.

· Created new hire packets for employees and drivers for Safety Dept.

· Archived and maintained check files for Accounts Payable Dept.

· Reconciled payments with invoices for Accounts Payable Dept.

· Sent invoices through ICE and Suspense for Accounts Payable Dept.

· Balanced statements for Accounts Payable Dept.

Minerallac Company – Hampshire, IL


      December 2010 – January 2011

Temporary Data Entry
· Verified & updated tax exempt status in customer data base. 

· Utilized Crystal Reports to confirm accurate data information.

· Archived customer files and create new.

· Provided general clerical support as required.

Meijer, Inc. – Algonquin, IL                                                         April 2008 – May 2010

Food Clerk
· Provided personal customer service in a retail environment.

· Organized and maintained merchandising displays and maintained clean work areas.

Trench-It, Inc.  – Union, IL                                             December 2007 – January 2008

Temporary Office Help

· Maintained file system for job pouches.

· Made copies of reports and bid packages for estimators.

· Implemented archiving system for job files for inventory purposes.
	EDUCATION


McHenry County College – Crystal Lake, IL                                     Aug 2007 - May 2010
Associate of Science Degree in Administrative Office Management
References Available Upon Request                               
