	Kaia Sisk

	10389 21st Ave. NW, Antler, ND 58711

	(701) 340-6150

	kaia.sisk@gmail.com
U.S. Citizen


	Objective
	Seeking a challenging administrative position where my proven work ethic and strong attention to detail can be fully utilized to achieve optimal productivity for the organization.


	Skills
	Accurate Data Entry
Professional Phone Etiquette
Customer Service
Flexible/Adaptable

	Communication
Document and Presentation Production
Teamwork
Time Management


	
	Computer: Microsoft Word, Excel, Access, PowerPoint, Outlook, QuickBooks, Axon


	Experience
	Human Resources/Accounts Receivable
Basin Service Company (formerly MBI Energy), Westhope, ND
Process new hire paperwork, maintain 115+ employee records, and update tracking spreadsheets
Craft informative letters to employees about changes in benefits and future document expirations
Multi-task and complete various projects for different departments throughout the day
Provide support to Payroll and HR by producing and continually updating Excel spreadsheets
Pay close attention to pricing details when creating invoices using QuickBooks
[bookmark: _GoBack]Responsible for the weekly invoicing of $150,000 in oilfield water hauling services
Work diligently and efficiently to meet month-end closing dates
Able to work with a group and individually to accomplish company goals
Suggested a useful resource to improve invoicing practices

Accounts Payable/Phone Receptionist
MBI Energy Services, Westhope, ND
Received and reviewed all incoming invoices, account statements, and expense reports
Categorized different expenses and entered into Axon accounting software for timely payment
Effectively exercised strict time management to prevent past due accounts
Participated in accounts payable group conference calls
Maintained positive relationships with suppliers
Promptly answered phones, delivered messages, and transferred calls
Communicated changing information within a group to ensure accurate data entry methods
Assisted with processing paperwork for additional departments when needed

	September 2013-Present
















June 2012-   August 2013

	


















	Office Lead
McNair Scholars Program, Fargo, ND
Led all office assistants in support of the Program Director
Managed sensitive file information securely and responsibly
Entered and audited data in an electronic database
Created presentations and event schedules 
Sent out well-timed reminder letters and invitations 
Interviewed and trained new assistants

Clothing Department Associate
NDSU Bookstore, Fargo, ND 
Provided friendly in store customer service
Discreetly handled customer address and payment information 
Processed orders over the phone and ensured accurate order fulfillment
Collaborated with other employees to create new merchandise displays
Independently set up and sold merchandise at sporting events
Volunteered for extra shifts at special events after regular work hours

	August 2010-   May 2012







August 2008-December 2011

	
Education
	

Bachelor of Science, North Dakota State University, Fargo, ND, May 2012
	

	
	Major: Business Administration

	
	GPA: 3.4/4.0 while working 20 hours per week


	



