Tamara N. Sanders-Rowell
North Chicago, IL 60064

(847) 445-7773
rowell_tamara@hotmail.com 

Objective: 
To obtain a position in which I can utilize my skills, experience and education to the fullest, while gaining financial and employment security. 

Education: 
Capella University (On-Line)
 





12/2010 – Present
Chicago, IL 








Pursuing a bachelors in Business Admin
Work Experience: 
Acasica Spice Company 






11/2012-Present
Gurnee, IL 








Production Coordinator
Utilize Microsoft Suites, NAV Accounting Software

Process all accounting activity for the company; to include, invoicing of sales, cash applications for receivables, made collection calls, posted general ledger entries enter in work orders, and release products from inventory, order uniform as well as any items needed, payroll
Morton Salt (Kelly Services)






04/2011-08/2012
Chicago, IL








Buyer/Procurement Clerk

Utilize Microsoft Suites, Lotus Notes AS400 and SAP Accounting Software 

Processes requisitions on a daily basis, release and approve purchase orders, negotiate pricing, research and resolve vendor/supplier discrepancies, update and maintain vendor/supplier records, provide back up as needed in the Procurement Department
Various Temping Assignments (Coverdell, Smart Source, Ultimate Staff)
07/2010-04/2011

Chicago, IL








Accounting Clerk/Data Support

Billing, data entry, general entries, customer support, processing cash applications, full cycle Accounts Payables, processing expense reports, training temporary employees, provided back up as needed

Sony (Remax Staffing) 






12/2008-07/2010
Chicago, IL








 Finance Clerk-Temporary Worker 
Utilize Microsoft Suites, Chase Receivables Edge, Oracle and SAP Accounting Software 

Process and post cash applications (lockbox, live checks, EFT, and credit cards), review discrepancies for vendor and consumer accounts, make collection calls on outstanding accounts, provide back up as needed in the Finance Department 

GaiaTech Inc








07/2006-05/2007 

Chicago, IL 








Accounting Clerk 
Utilized Lotus Notes, Microsoft Suites, Bank One Receivables Edge, Solomon Accounting Software 

 Processed and maintained full cycle Accounts Payables, resolved discrepancies with vendors and reconciled accounts, assisted in end of month/year closing, processed and posted cash applications (Lockbox, Live checks, EFT, and Credit Cards payments), processed and posted expense reports, assisted in company billing,  trained and supervised temporary employees, provided general office support, ordered office supplies and maintained office budget 

Cardinal Health (Adecco Staffing) 





02/2006-07/2006 

McGraw Park, IL 







Accounts Payable Clerk 
Utilized Microsoft Suites, SAP Accounting Software 

Processed and maintained full cycle Accounts Payables, resolved discrepancies and reconciled vendor accounts, 
Maintained vendor, files, assisted in month end close, provided general office support
HNOW








 05/2005-09/2005 

Chicago, IL 








Billing Clerk 
Utilized Microsoft Suites, MAS90 Accounting Software 

Processed billing invoices,   resolved and maintained vendor accounts, processed waybill charges, organized and 
Maintained the tear sheet room, made collection calls for outstanding accounts, provided general office support, assisted 

In Accounting Department as needed 

Military Experience: 

USNR







09/1997 – 11/ 2001 

Forest Park, IL 






E-4 Personnel Clerk/Honorable Discharge 

Preformed night patrol and security watch, monitored the camera systems and all visitors entering and leaving the building, secured the area as needed, preformed other general military duties as well as duties of a Personnel Clerk.  

USMC 







09/1993 – 09/1997 

Cherry Point, NC





E-3 Dairy Clerk/Honorable Discharge 

Preformed night patrol and security watch, monitored the camera systems and all visitors entering and leaving the building, secured the area as needed, preformed other general military duties as well as duties of a Personnel Clerk.  

References:
Available Upon Request
