Jennifer Thompson Rearick
P.O. Box 305
Seabrook, SC  29940
(219) 331-5303
NCLBRZ@aol.com
 

 

 

OBJECTIVE:    Office Administrator/Clerical Position
 

 

QUALIFIED BY:    *  Fifteen years experience in Quickbooks program.

 

                            * Twenty years experience in office management/clerical positions with increasing 

                               responsibilities in account management and program development and implementation.

 

                            * Proven ability to effectively analyze tasks at hand.

 

                            * Applied skills to develop strategies to improve account satisfaction levels.

 

 

EXPERIENCE:
 

                          All Around landscaping & Design
2004 - 2008         Office Manager
 

                           A leading provider in many aspects of lawn maintenance and design within 

                           the NW Indiana area.  Maintained a base of approximately 130 accounts included

                           but not limited to major hospitals, parks, libraries and retail corporations.

 

                           Office manager responsibilities included but not limited to Accounts Payable/Receivable,

                           payroll, daily deposits, daily-monthly-yearly financial report preparation, daily and weekly

                           scheduling, and phone handling.

 

 

 

2000 - 2004         B. Hough Construction, Gary, IN
                          Office Manager
 

                          An environmental company dedicated to the removal and installation of underground

                          storage containers used to hold hazardous materials such as fuel and oil.

 

                          Office manager responsibilities included but not limited to Accounts Payable/Receivable, 

                          payroll, deposits, daily-monthly-yearly financial report preparation, daily and weekly 

                          appointment scheduling and fuel and equipment scheduling.

 

 

 

1997 - 2000         Haak Trucking & Cartage, South Holland, IL
                          Office Manager
 

                          A leading dump truck hauling company that provided various construction materials to

                          construction sites through Illinois and NW Indiana.

 

                          Office Manager responsibilities included but not limited to Accounts Payable/Receivable, 

                          payroll, daily deposits, daily-monthly-yearly financial report preparation, daily and weekly 

                          appointment scheduling, fuel and equipment scheduling, truck dispatch, load and weight

                          tallying and totaling.

 

 

EDUCATION:     Wheeler Jr./ Sr. High School

193 - 1988          Majored in Business & Economics

 

 

 

REFERENCES AVAILABLE UPON REQUEST
 

