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Experience



	
MAY 2019- FEBRUARY 2020
OFFICE MANAGER, CHRISTENSEN BROTHERS ROCK PRODUCTS
DISPATCH TRUCKS, ANSWER/MAKE PHONE CALLS, CASH HANDLING, CUSTOMER SERVICE, QUICKBOOKS, PAYROLL, MICROSOFT OFFICE, DATA ENTRY, MAKING SALES

sept. 2018 – dec. 2018
CNA, Cache valley assisted living
Personal cares for those who couldn’t or needed some help
Observe resident rights

	april 2018 – sept. 2018
bank teller, ireland bank
Handle money
Answer phone calls/make phone calls
Customer service
Data entry
Process customers deposits, withdrawals, and payments in a professional manner
Professional etiquette



Education
	may 2017
diploma, preston high school
graduated from SETEC as well
3.9 gpa


	


Skills
	· Organized
· Detail oriented
· Team Player
· Creative 
· Willing to be taught 
	· Microsoft outlook, excel, power point, and word
· Outgoing and social
· Hands on learner
· Accounting
· QuickBooks 


Reference
bryn rounds--- 208-530-0699
sam olsen---208-406-1154
angie weeks---208-339-5077
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