Stephanie D. Hodge

Garland, UT  84312
_______________________________________________________________________

OBJECTIVE:
Business Professional seeking a responsible position in a productive organization where acquired experience and abilities will provide a challenging opportunity.

SKILLS:






Microsoft Word 


A/P and A/R

Excel 




Payroll

QuickBooks



Bookkeeping

Microsoft Outlook Express

Monthly Reconciliation

         
UPS shipping and receiving

Maintaining Front Office
EXPERIENCE:
Ramona Avionics, Inc.

{2005-2007}


Position: Office Manager

Duties consisted of the following: Data entry, payroll, monthly reconciliation reports, A/P, A/R, maintaining all office supplies, customer service, Shipping and receiving, inventory and logistics, mail, filing, e-mail, quality control of files and documents for the FAA and processing orders.

Quality Reinforcing


{2005}


Position: Data Entry Clerk

Duties consisted of the following: Critical detailed data entry of industrial and blue print orders (must always be 100% accurate at all times), clerical and customer service.


P & A Info Systems


{1998-2004}


Position: Office Manager

Duties consisted of the following: Data entry, A/P, A/R, payroll, dispatch, inventory, banking, setting appointments, running errands, mail, e-mail, processing orders, filing and customer service.


Advanced Computer Solutions


{1996-1998}


Position: Receptionist


Duties consisted of the following: Customer service, multiple phone lines, setting appointments, maintaining office supplies, filing and mail distribution.

References Available Upon Request
