Susan Kramer

45032 Fake Street, Virginia Beach, VA23698

Work:  HYPERLINK "mailto:vbsuzy@aol.com" 
(111) 256-4600
Cellular: (111) 234-5678
Email: fake@here.com

Objective:
To obtain a diverse and challenging position within the office administration / customer service field(s).

Experience:
GKL, Inc., Virginia Beach, Virginia



Client Services Manager and Administrator

August 2002 to Present

Managed / assisted with daily operations of accounting, sales, collections, payroll, calculating commissions, fax broadcasting, scheduling, reporting data, sales contests and incentives, benefits coordination, client service, training 

Fiber Optics, Inc., Virginia Beach, Virginia



Sales and Training Coordinator

March 1999 to January 2002

Coordinated and supported all trainings for the U.S. Navy, courses held in house, and courses held across the United States, coordinated instructors, classes and student requirements, sales contact for training, product sales and specialized sales, arranged all corporate travel, maintained company calendars

Staffing Company, Virginia Beach, Virginia

Collections Manager / Payroll / Bookkeeping

October 1996 to February 1999

Maintained persistent, yet amicable contact with delinquent accounts, processed payroll for 200 “temporary” staff and permanent staff payrolls, accountant and bookkeeper for smaller affiliated companies, interviewed candidates for temporary positions, represented Arvon at job fairs, worked with clients to fill their needs with suitable candidates

Video Communications, Virginia Beach, Virginia

Payroll Accountant

December 1995 to October 1996

Processed payroll and figured commission checks for inter / intra state employees, prepared tax documents, garnishments, levies, assisted Controller and Vice-President of Finance

Memory Systems, Inc., La Costa, California

Accounts Payable / Accounts Receivable

November 1989 to May 1991

Assisted Controller in daily functions, devised and maintained financial reports, suggested and generated all payments, general ledger

Equipment Sportswear Company

Credit Manager / Accounts Receivable

July 1988 to October 1989

Maintained persistent contact with delinquent accounts, established lines of credit for new accounts, processed invoices, supported nation-wide sales staff, assisted with daily ledgers and bank reconciliations

Education:
Chester University, West Chester, Pennsylvania


Psychology, English


May 1981 to May 1985


Dale Carnegie, Virginia Beach, Virginia 


April 2003 to July 2003

References:
Excellent professional and personal references provided upon request.

