Dorothy Anne Walton

wdorothyanne@yahoo.com
Objective
To work in a company that will best utilize my skills and experience to enable me to grow within that organization
Qualifications Summary

· Great Work Ethic


· Clerical Experience

· Punctual
Work Experience

Sales Representative/Vendor            
          
 Anderson Merchandisers, Inc
· Communicated daily with store management

· Established a positive working relationship with clients

· Built relationships with customers and store management

· Problem solved

· Stocked books, video and music

· Inventoried product

Data Entry Operator                       

 Department of Public Safety                    
· Entered criminal records information into data system
· Sorted, mailed, filed records
File Clerk/Accounts Payable Clerk                                 Macdonald Equipment Co.

· Opened and closed shop daily, stamped received, sorted and delivered incoming mail
· Created and maintained cards detailing labor per job, unit tags and original unit cards
· Recorded information on closed work orders, and bid information
· Filed gross profit sheets, gross profit book and purchase orders, invoices and statements
· Accountable for running total of checks received

· Produced and placed time cards into accounts payable

· Compared UPS shipping bill with parts receipts

· Photocopied, typed
Caretaler/Secretary
 Foss Chapel

· Cleaned and maintained buildings and property

· Prepared reservations

· Answered phone

· Maintained books, paid bills

· Filed, typed, photocopied

Clerk/Secretary
 Coors Industries (Temporary Labor Pool)

· Posted bulletins

· Distributed weekly newspaper

· Collected suggestions and complaints

· Typed, photocopied, filed

· Assembled policy books
Data Entry Operator B
 Department of Revenue, Department of Motor Vehicle

· Entered data into data system
         File Clerk/Statistical Typist
 Chase Manhattan Bank

· Filed Alphabetical and numerical accounts
· Typed assets and debits into computer
Education


                    Community College of Denver Red Rocks Campus            -     Career Assessment and Planning Program     
                    North Babylon Jr. Sr. High School
          -      High School Diploma
