 
	Jessica Ottman
118B Prospect ST
Schoharie, NY 12157
(518) 231-1123
Jottman21@yahoo.com

	Objective
To obtain a position utilizing past skills to produce long-term employment and establish a career.

	
	Employment History

	
	Operations Clerk
June 2013- November 2013  AG Industrial Supply Albany, NY
· Process and Ship orders
· Handle all returned items and file paperwork on all items
· Data entry and Customer Service


	
	Customer Service
Sept. 2011 – June 2013  Mobil Mart, Schoharie, NY
Successfully completed customer service and office logs on a daily basis
Handled all cash transactions and ordered inventory
Trusted to open and close the store


	
	Operations Clerk, Dispatcher
June 2009 – September 2011 Xpress Global Guilderland, NY  Rochester, NY
Data Entry-Driver logs, Dispatching, Customer Service
Supervised dock personal in the loading and unload of freight
Accounts payable and receivable
Invoicing of bill of ladings 
Worked on the AS400 system

	
	

	
	  Education

	
	Sept, 2006 - June 2010  Schoharie Central School, Schoharie, NY
Majored in Economics.
Graduated with a 3.5 GPA

Sept. 2010 – Aug, 2011  Monroe Community College, Rochester, NY
Majored in Human Services
Completed 12 credits toward my Associates Degree while completing filed work at the campus day care
Currently working part time on completing my Associates Degree online. This will not interfere with a full time job

	
	Highlights

	
	Able to listen and take directions effectively
Strongly motivated towards achieving goals and advancement
Exceptional attention to detail
Ability to work independently, as well as a team member
Energetic, hardworking and able to work in a fast paced environment 
3.8 in Microsoft Office computer program (Word, Excel, and PowerPoint)



