Kristal Richmond
217 S. High St. Apt. 113, Bowling Green, MO 63334

(573)470-7292 j.epperson@att.net
Objective
Seeking to obtain a position of administrative support in a well-known company where I
can utilize my knowledge and experience to improve efficiency and profitability of

company.

                                                                                                                              Summary of Qualifications                  
Knowledge of various software, including Microsoft Office, Quick Books, and Excel. Accustomed to heavy telephone usage and a fast paced work environment.  Experience with calculator, copier, fax, scanner, and multi-line phone.
Employment History

2011 – Present Budget Towing, Wentzville, MO

Dispatcher/Secretary
Duties include answering phones, dispatching, taking care of impound vehicles and impound lot, including releasing of vehicles from impound lot to individuals and various towing and insurance companies.  Also, performed many secretarial duties including but not limited to, payroll, bank deposit, posting receipts, accounts payable, and filing.

2008 – 2011 Shippers Rental Company, Quincy, IL

Shipping/Receiving Clerk

Responsible for checking in trucks for General Mills and Bear Creek Warehouse in Hannibal, MO.  Making sure drivers have all the correct paperwork for inbound and outbound loads.  Answering multi-line phone and radios.  Putting all paperwork into the computer using WMS and Microsoft Excel.  Filing all inbound and outbound paperwork.

2004 - 2008 Boyer’s Boot and Shoe Repair, Quincy, IL

Store Assistant

Duties included repairing boots, shoes, purses, suitcases, etc.  Also waited on customers, answered phones, and worked as cashier.  I assisted in help with inventory, checking in stock and putting it out on the floor, as well as sales work.
2002 – 2004 K & T Market and Deli, New London, MO

Manager

Responsible for scheduling of all employees, took care of deposits, balancing bookwork and entering in the computer using Quick Books.  I took care of invoices and any price changes, ordered supplies, and products for the store, cashier and deli work, unloaded delivery trucks and put inventory away.

2000 – 2001 Northeast Missouri Humane Society, Hannibal, MO

Kennel Assistant

Responsible for daily care of animals, giving medications, issuing city tags, and finalizing adoptions.
