Danielle Rogers

2636 Woodview Court


            
   Phone:  847-409-9278

Waukegan, IL  60087



              Email: Danielle2905@Yahoo.com
Career Overview
Seeking a challenging position utilizing my education and administrative skills to make a positive contribution to the organization.

Professional Experience
Personnel Clerk III, 07/2012 – Current
The Maggetti Group LLC. – Great Lakes, Illinois

· Update, inquire, and process personnel and disbursing actions through Navy Standard Integrated Personnel System (NSIPS) and Master Military Pay Account (MMPA).

· Determine, process, and follow-up on a wide variety of active duty pay entitlement actions.

· Review pay accounts and service records to discover and correct irregularities.

· Verify eligibility, determine/authorize entitlements, and make adjustments to pay accounts.

· Review personnel documents to determine correct pay entitlements.
· Make additions, revisions, or deletions to service records or files to keep them current, complete, and accurate in accordance with regulations, policies, and procedures.
Sales/Marketing Administrative Assistant, 10/2005 – 7/2012
Revell Inc. – Elk Grove Village, Illinois
· Assisted Sales and Marketing department executives with various duties.
· Maintained and upload images, product information to company’s website.

· Meet the needs of the VP of Marketing and Product Development by shipping samples, create memos, and prepare plan-o-grams for mass accounts.

· Executed a wide variety of details that involve direct mail, email broadcast campaigns, outbound calls, public relations, customer communications, media advertisement, promotions, and other marketing plans. 

· Assisted with developing marketing collateral (presentations, brochures, direct mail and email releases, newsletters, etc). Coordinated the execution of proposal materials, including but not limited to organizing, collating, binding, etc.
· Produced informational fact sheets, marketing packages, etc. Coordinated mail-outs and fax-outs of information.
Property Manager, 07/2001 – 10/2004
Public Storage Inc. – Waukegan, Illinois
· Provided customer service to new and existing tenants, processed lease records and answered telephones.

· Responsible for pricing, merchandising, inventory control, and tenant relations.

· Processed accounts receivable and accounts payable.
· Controlled delinquencies through telephone contact and letters on a scheduled basis including sending out monthly invoices.

· General management of the office including but not limited to opening and closing the office on time each day, keeping and balancing petty cash, making daily bank deposits and preparing daily, weekly and monthly reports as required by management.

Office Manager, 06/1998 – 07/2001
Waukegan Construction and Builders Inc. – Waukegan, Illinois
· Maintained personnel files, times cards, and payroll for all hourly employees.

· Processed and expedited purchase orders for various job sites.

· Inventory control and customer billing for equipment and supplies off-site and internally.
Education
Webster University – Great Lakes, Illinois

M.A. Human Resource Management (Graduation Yr2014)
Webster University – Great Lakes, Illinois

M.A. Management and Leadership (Dec 2012)
Robert Morris University – Waukegan, Illinois

B.B.A. Management (April 2008)
Computer Skills

Word, Excel, PowerPoint, Access, PowerPoint, As400, Outlook
Additional Information


Not a current Online or Local Campus faculty member
