
Crystal Plunkett________________________

Cell Phone: 618-535-4222





26106 Reddish Rd

Email: crystalplunkett69@gmail.com 



Fieldon, IL 62031

Objective____________________________

A full-time position utilizing my specialized abilities, strong organization, interpersonal and communication skills. 

Employment________________________  

Secretary / Licensed Agent Assistant

        














(5/10-7/12)









 American Family Insurance










Jerseyville, IL 62052

618-498-4858          

Customer service, answer phones, accounts receivable 

Wrote auto, home and several other types of policies, policy changes

Perform all secretarial and general office duties necessary to run the office

Secretary / Agent Assistant

         

           (04/05-5/10)










  Country Financial









        Jerseyville, IL 62052 

618-498-6414         

Customer service, answer phones, accounts receivable

 

Auto and home insurance quotes, policy changes

Preformed all secretarial and general office duties necessary to run the office

Tax Preparer- Temporary



 
            (1/05- 4/05)











 H& R Block








       
        Jerseyville, IL 62052

                             618-498-6892 

Customer service, prepare tax returns                                                                                                    



        

Clerical- Temporary
         



         
      (9/04- 12/04)









       Chamber of Commerce









         
Jerseyville, IL 62052

618-639-5222
Customer service, answer phones, general clerical duties
         



Assistant Merchandise Manager

                    (10/97-1/00)










      JC Penny Corp.










      Alton, IL 62002

Ordering merchandise from sales reps, kept inventory records and price changes for the household appliances

Ran the bridal registry

Employee management and scheduling                                                

Environmental Service



                  (1/97-10/97)









  Jersey Community Hospital







         
 Jerseyville, IL 62052


Cleaned and worked laundry

Personnel Manager





           (8/88 - 8/96)








   Wal-Mart










  Jerseyville, IL 62052


Interviewing, testing, hiring and training of new employees

Compile and maintain personnel, insurance and workman’s compensation records

Payroll

Service desk and customer service manager 

Sales, claims and layaway clerk


Education_________________________________ 

Insurance licensing classes                                                                         Springfield, IL          High School Diploma
                                                                                Jerseyville, IL

Skills_____________________________________ Computer: MS Work, Excel, Power Point and other data base programs             Personnel: Interviewing, testing, hiring and training       
                                    Payroll: Compiling and maintaining personal records                                              Accounts receivable: Entering and processing insurance payments                         Entering production / spread sheets                                                                              Public Relations / Customer Service                                                                          Inventory and related record keeping


