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PROFILE

               Administrative Clerk

· Highly motivated individual

· Possess a keen attention to detail and stark organizational skills
· Wants to make a big difference in any work environment
· Strong desire to utilize and apply knowledge gained 
· Fast learner-able to learn quickly and make necessary decisions
· Team player-always helpful, friendly, works well under pressure, and works extra when needed

· Dedicated & Devoted-skilled in multi-tasking

· Reliable employee

· Professional communication and customer service skills along with a positive attitude
EDUCATION

OAKTON COMMUNITY COLLEGE – 1987-1988:
  Accounting 101/Beginners Computer Class 
PROFESSIONAL EXPERIENCE

UNITED AIRLINES – Elk Grove/Chicago, IL

          
July 2000 – March 2013
Onboard Services Performance Clerk

· Assist in development of flight attendant budget and prepare information for report
· Prepare documents for closing and input flight attendant special assignment pay meter
· Prepare journal for payroll 
· Process cash receipts and audit cash disbursements 
· Assist in invoice searching from account payable
· Compile, organize, and maintain binders containing all monthly reports for budget analysis team

· Work with International flight segment 

· Input layover hotel requirements and costs

· Locate Line of Flight (LOF) and statement of earnings 
UNITED AIRLINES – Elk Grove/Chicago, IL

Cargo Accounting Clerk



November 1997 – July 2000

Publishing and Mail Service Clerk


November 1994 – November 1997

Food Services Cashier




May 1993 – November 1994

KOHLS DEPARTMENT STORE – Mount Prospect, IL

September 1988 – October 1993
Cashier

· Worked as a department store cashier 

· Involved in balancing the money generated on a daily basis
FIRST NATIONAL BANK – Mount Prospect, IL

September 1987 – March 1988
Bookkeeper

· Worked on statement balances and adjustments

· Answered customer phone calls
AIR FRANCE 






June 1969 – October 1972
Payroll Clerk/Human Resources Clerk

· Responsible for employee check issuance, insurance verification, and leave accrual

· Assisted in employee hiring 
COMPUTER SKILLS
· Microsoft Office

RECOGNITION

Special Recognition, December 2010 – Assistance with the move to Willis Tower

Category – Exceptional Teamwork


Recognized for taking an active role and working as a team for the move to Willis Tower
Extraordinary Times.Extraordinary People - Certificate
Category – Exceptional Teamwork

Recognized for making a difference and for contributions to Onboard Services during challenging economic times

VOLUNTEER WORK

St. Emily Catholic Church – Various volunteer activities

       Involved in food and clothing distributions for the poor

133 Brookfield Avenue,


Mount Prospect, Illinois 60056


(847) 390-0292





ADELE SANVANSON


Email: Adelezs@aol.com








