Jessica Bozek

111 Suburban Drive

Manlius, NY 13104

315-246-5064

Email: Jessa8679@hotmail.com



OBJECTIVE: 

To obtain a position working in a friendly office environment.


STRENGTHS: 


· Good organizational and phone skills

· Self motivated

· Able to work independently and/or as a team player

· Great phone demeanor



EDUCATION

1999-2001

           Cayuga County Community College, Auburn, N.Y.

           Business Degree in progress



EMPLOYMENT

2002-present
Receptionist, Stickley Furniture


Answer and transfer 500+ phone calls per day, greet visitors/vendors, sign in and direct visitors to proper location, file, keep track of all employees lockers assignments and their attendance warnings, write denial letters to applicants, keep a list of all persons who applied as well as keep the applications properly filed, screen calls, prepare interviews, data entry, take phone messages, make orientation packages, sleeve productions tags daily 500+, keep employee vehicle listing current using excel, take catalog ordering calls when necessary.

2000-2001
Accounts Payable, Sheraton Syracuse University Hotel

Make deposits, handle daily cash exchanges using Lotus 1-2-3, audit employees, enter invoices using profitview, reconcile statements using profitview, pay vendors using profitview, talk with vendors and solve problems and answer questions concerning payments, file, keep track of paid and unpaid invoices, keep track of operating account and employee over/short drops using excel, keep track of petty cash using excel.

2000-2000
Receptionist, Ragnar Productions

Answer phone, screen calls, fax, file, keep track of credit card transactions, data entry, and send e-mails regarding new products offered by the company.



SKILLS:

· Typing 40+ wpm

· Microsoft word and Microsoft Works

· Proficient in 10 number key pad

· Skilled using Profitview accounting system

· Excel

· Heavy Switchboard



REFERENCES:  Available upon request


