 Jo Rozelle

3003 S. Broadway, #16

La Porte, TX 77571

(281) 402-5422
jobethrozelle@gmail.com
SUMMARY:

Dynamic Office Professional, with the ability to multi task, excellent customer service skills, effective written and verbal skills, excellent organizational skills, handling cash, problem solving and team player.

SKILLS AND ABILITY:
              


Handling Cash

             10 key by touch


New Hire Procedures and Training

MAS90

              Timekeeper

              Safety Council Procedures


Micro Soft Office

File Clerk


Switchboard

OSHA Logs


Purchasing


Shipping and Receiving



Job cost


Estimating


Job cost

EXPERIENCE:

2013- Present                                        MINUTE MAN OF AMERICA


HOUSTON, TX
Housekeeping – Work cleaning offices in Houston or cleaning in clients home every day. 

2011-2013                                        ANNIE’S HOUSEKEEPING PERSONNEL SERVICES  
 HOUSTON, TX

Office Help – Work in personnel office in Spring Branch or cleaning in clients home every week or bi-weekly. 

Answering phones, corresponding with clients via emails and letters, scheduling client and employee appointments, timekeeping. 

2007 – 2011                                                  ROADRUNNER FOOD DISTRIBUTION

SUGARLAND, TX

Route Sales Driver – Deliver products to stores, restaurants, schools.  Customer Service, Handling cash daily, clerical duties, physical, works dependently.

 2004-2006                                                       CLASSIC LIGHTING


SUGARLAND, TX

Accounting Clerk – Prepare invoices for payment, obtaining signature approval for expenditures. Issue purchase orders, maintain purchase order log, and verify all purchase orders for proper authorization. Open mail daily and check invoices against open purchase orders. Maintain vendor master file. Promoted from Receptionist then to Billing Clerk to Accounts Payable Clerk.

2001-2003                                                        HOLIDAY INN EXPRESS     

         NACOGDOCHES, TX

Reservations/ Front Desk – Answered switchboard, assisted guest, clerical duties, cashier.

1998-2001                                                         ATLANTIC SCAFFOLDING         

 LA PORTE, TX

Administrative Asst. – Answer telephone, Emailing, filing, faxing. Assist in setting up jobsites, timekeeping, job cost, and inventory. Hiring of employees set up training, and employee files.

1991-1997                                                           SIGNATURE SPORTS

      
HOUSTON, TX


Manager – Operated cash register, assisted customers, daily deposits, daily reports, arranged displays and inventory. 

EDUCATION:

Alvin Christian Academy


Alvin, TX

Alvin Community College


Alvin, TX

San Jacinto Jr. College


S. Houston, TX

US Army

Boblington, W. Germany 

Reference Available upon request
