Rebecca Dempsey                                                                                                          Phone: 518-893-0938

640 Coy Road                                                                                                                 Email:dempkara@aol.com

Greenfield, NY  12833

HIGHLIGHTS:

(Expert in Quickbooks                                                                   (Detail Oriented

(Bookkeeping                                                                                 (Adaptive team player

(Shipping and Receiving                                                                (Spreadsheets

(Customer Service                                                                          (Accounts Payable/Receivable

(Invoice Processing                                                                        (Well Organized

(Credit Card Processing                                                                 (Microsoft Word, Excel and Power Point

(Multi-line phone usage                                                                 (Credit and Collections

(Strong Organizations Skills                                                          (Prepare Quarterly Tax Returns

(Energetic Work Attitude                                                               (Strong Knowledge of Manufacturing

(Quick Learner

EXPERIENCE:

Office Manager 09/03/2013-Present
Nick's little Engine Shop, Greenfield Center, NY

Is responsible for daily accounts payable, accounts receivables, bank deposits, purchasing, sales on the counter as well as on the phone, handle customer inquiries, schedule pickups and deliveries, set up new accounts, set up customer financing. 
Office Manager  08/1994-03/2012

Advanced Mfg. Techniques, Inc. Clifton Park, NY

Was responsible for daily account payables, account receivables, bank deposits, purchasing, shipping and receiving, handled customer inquires. Program computer chips, program computer software for stress analyzer sold to schools and colleges for technology class, bank reconciliation, able to read drawings and prints.

Bookkeeper  02/1992-03/1994

Woodbury Lumber, Clifton Park, NY

Computed sales prices, total purchases and processed payments. Greeted customers and ascertained customers' needs. Placed special orders and called other stores to find desired items Helped customers with questions, problems and complaints in person and via telephone. Operated a cash register to process cash, check and credit card transactions .Stocked shelves and supplies and organized displays .Administered all point of sale opening and closing procedures

EDUCATION:

1982    Shenendehaowa Central School,  Clifton Park, NY

REFERENCES:

Upon Request
