
Amanda J Roberts
140 Lacey Ln

Spartanburg, SC 29301
Phone: 276-730-4246

nickandjonah@yahoo.com

Objective
A position as an office or administrative support worker.

Abilities
Experience in performing varied duties in an office environment.

Employment History
Inventory and Production Clerk
01/2007 - 11/2010 Bucyrus International Hillsville, VA
Receive, store, and issue materials, equipment, and other items from stockroom, warehouse, or storage
yard. Keep records and compile inventory reports. Responsible for cycle counts and compiling financial
reports for corporate office to include power point presentations. Proficient in SAP and Microsoft Excel.
Managed Fleet vehicles.

Assistant Manager
04/2005 - 12/2006 Samir Enterprises Marion, NC
Directly supervise sales workers in a retail establishment or department. Duties may include management
functions, such as purchasing, budgeting, accounting, and personnel work, in addition to supervisory
duties.

Assistant Supervisor
08/2005 - 08/2006 Perfect Air Control Marion, NC
Responsible for supervising 14 people to ensure orders were completed on time, correctly and safely.

Legal Assistant
11/1999 - 02/2001 Thomas M. Jackson Law Office Hillsville, VA
Assist lawyers by researching legal precedent, investigating facts, or preparing legal documents. Conduct
research to support a legal proceeding, to formulate a defense, or to initiate legal action.

Education History
Completion Date Issuing Institution Location Qualification Course of

Study
05/2008 New River Valley Community

College
VA Associate's

Degree
Human Services

08/1998 Wytheville Community College VA Associate's
Degree

Accounting



References
Debbie Wright, Childrens Pastor
Galax, VA  24333
276-237-0990
Personal reference known for 4 year(s).

Deborah Underwood
Avon
Austinville, VA
276-699-0030
Personal reference known for 4 year(s).

Stephany Rosales
Prospective Marketing
Spartanburg, SC
864-398-2200
Business reference known for 15 year(s).


