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Objective

Work
Experience

Wendy Eaton

Priest River, ID 83856

A position where 1 can use my skills and talents to serve my employer and others,

Experience with Word Perfect, Microsoft Works, Microsoft Word, Microsoft PowerPoint,
Microsoft Outlook, spreadsheets (Excel and Lotus), Famous software, intemnet-based software,
payroll software, itrade network and HubSpot (online sales programs), cash register, data bases;
cantype. Self-motived and a team player. Good rapport with customers and other employess,
quick learner, excellent phone skills, attention to detail, always on time and professional.

Jannary 2017-Present

Support Representative-Far North Idaho Classical Conversations
Corporate office

e License directors 255 Air Tool Dr.

¢  Manage students records Southern Pings, NC

s  Train directors (910) 684-5665

¢  Organize marketing efforts

» Communication with corporate

e  Oversee campus’ in territory

+  Conflict resolution

e  Develop proactive strategies

o  Organize equipping events

February 2016-Present

Director-Classical Conversation Priest River location

Interview families

Manage all accounting

Oversee all activities of students
Maintain student records

Have regular communication with parents
Handle all complains

Organize supplies

Plan all activities

Train tutors



July 2014-July 2015

Payroll Entry Clerk

e Enter Time for about 400 employees
¢ New Job number entry

o Enter equipment hours

¢  Misc office work

July 2010-January 2012

Office Administrator

Payroll

Human Resources

Information reporting for Chevron
Amnswer phones

Filing

Assist Safety Manger

Manage information spreadsheets
Data Entry

May 2000-December 2008

Operations Administrator

Customer and client Services
Accounts payable/receivable
Sub at the sales desk
Collections

Inventory management

Team leader for accounting team
General record keeping

Grower accounting

Oversee paperwork flow for all departments

Maintain grower certification
Product arrival resolution
Payroll

Maintain global calendar and address list
Oversee administrative assistant position
Maintain company computer security

Run sales reports
Cost accounting

RHC

2915 Union Road, Suite D
(805) 239-1010

Paso Robles, CA 93446

Jacobs

5201 California Ave Suite 320
Bakersfield, CA 93309

(661) 631-8899

Homegrown Organic Farms
(Sierra Heights Marketing)
P.O.Box 712

Porterville, Ca 93257

(559) 568-0840



Education

Jamnary 1996-May 2001

August 1989-December 1997

August 1986-June 1989

August 1984-June 1986

Porterville College
100 East College Ave.
Porterville, Ca. 93257
(559) 791-2200

Paradise Christian School
1875 W. Poplar Ave.
Porterville, Ca 93257
(559) 781-2539

Burton Elementary School
Morton
Porterviile, Ca 93257

Westfield Elementary School
Pioneer
Porterville, Ca 93257



