Amanda Melillo
11821 Ridge Parkway #1715
Broomfield, CO 80021-5073
(845) 392-8744
aamelillo@ualr.edu

Summary of Qualifications

• Four years of clerical and administrative support experience, plus two years of customer service.
• Proficient in MS Word, Excel, Power Point, and Outlook, typing upward of 80 words per minute.
• Proven ability to be dependable and adaptable, eager to learn new skills and techniques.

Professional Experience

Gary A. Monroe & Associates Petroleum Land Services (Douglas, WY)                        July 2013-September 2013                                         
Imager                                                                                                                               

[bookmark: _GoBack]• Obtained pictures of all courthouse documents from patent to present, as well as tax assessments, probates, and Bureau of Land Management lease files in Converse County, WY. 
• Created digital files by burning images to CDs, making information more accessible to the crew.

Traver Turney, Inc. (Fort Smith, AR)                                                                               September 2012-June 2013
Landman

• Researched surface and mineral title from patent to present in Logan County, OK.
• Created leasehold ownership reports in Excel that showed working mineral interests and acreage.

Dishongh, Jankowski & Eubank, P.C. (Houston, TX)                                             September 2011-December 2011
Receptionist

	• Answered phones and directed calls to appropriate representatives.
	• Prepared tax returns, legal documents, and invoices.
	• Maintained tax and legal files; archived and shredded files as necessary.

Gary A. Monroe & Associates Petroleum Land Services (Conway, AR)                                July 2009-March 2011
File Clerk     
                                                                                                                               
• Created a digital filing system by converting files to PDFs and burning them to CDs.

Crews & Associates Investment Banking Firm (Little Rock, AR)                                              July 2007-May 2009                
Receptionist/Office Assistant                                                                                                                   

• Answered and routed a high volume of calls on a multi-line switchboard.
• Performed extensive data entry, filing, photocopying, faxing and mailing duties.
• Generated monthly lease invoices and yearly holiday expense reports per the Vice President.
• Performed bank links and deposits; opened, closed, and maintained accounts for the Equity Desk.
                                                                                                      
Education

University of Arkansas at Little Rock (Little Rock, AR)                                                                             May 2012
Bachelor of Arts in Criminal Justice
