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EDUCATION
Degree:			Bachelor of Arts
Major:			Composite Major in Accounting and Management
College:		Chadron State College,  Chadron, NE
Dates:			1985 – 1988

WORK EXPERIENCE

Position:		Administrative Assistant, Quality Control Officer, HQS/UPCS Inspector
Employer:		Alliance Housing Authority
Dates:			2003 – Current
Duties:			Preparing payroll, preparing quarterly 941’s, reconciling bank statements,
			monthly inspections, reviewing each tenants file, preparing monthly reports

Position:		Account Clerk II
Employer:		City of Alliance
Dates:			1999 – 2003
Duties:			Preparing payroll, preparing quarterly 941’s, preparing accounts receivables,
			reconciling bank statements, filing medicare claims

Position:		Financial Secretary
Employer:		Alliance Berean Church
Dates:			1996 – 1999
Duties:			Calculating and depositing weekly offering, preparing quarterly 941’s,
 			preparing payroll, preparing monthly reports

Position:		Payroll Clerk
Employer:		Woolrich, Inc.
Dates:			1988 – 1991
Duties:			Calculating weekly payroll, entering efficiency percentages into the computer,
			reconciling  petty cash, preparing monthly reports


References available upon request












