RITA KIEN

Account Clerk / Typist, Accounts Payable

Twenty years of comprehensive experience in employee benefits,

office management and training. Well organized, analytical, and

resourceful. Effective collaborator in achieving common goals and

objectives through excellent oral communication skills.

Areas of expertise include:

• Executive Secretary

• Employee Benefits

• Graphic Design

• Administrator

• Office Manager

• Instructor Adult Education

Computer Skills:

MS Word, Excel, Access, Power Point, Lotus 123, AS 400, Ventura

Publishing, Print Artist, Windows, Internet

EXPERIENCE

Account Clerk / Typist, Accounts

2006 to Present

Payable

Central Islip School District, Central Islip, NY

• Processed requisition generated purchase orders.

• Verified and processed invoices for payment.

• Prepared notes, correspondence and reports.

• Filed correspondence and other records.

• Answered telephones and gave information to vendors as to

payment schedule.

• Chosen as the Backup for AS 400 Operator because of my

computer knowledge.

• Backup for Benefits Administrator.

ADDITIONAL EXPERIENCE

Executive Secretary, Office

1993 to 2006

Manager, Adult Education

Teacher

Central Islip School District, Central Islip, NY

• Prepared purchase orders, bid request, invoices, packing list, and

certificate of compliance.

• Arranged travel and reservations, scheduled appointments for

employer.

• Acted as liaison between employees and employer.

• Adult Education Instructor: MS Word, Internet, and Keyboard.

• Created monthly menu for Public School Cafeteria Department

using various graphic programs.

• Partner and Instructor for a Ceramic Business.

• Secretary ICON Computer Club.

VOLUNTEER

Make­A­Wish Foundation
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EDUCATION / TRAINING

St. Nicholas High School, Brooklyn, New York

Diploma ­ Business

Employer Sponsored Training

PC Repair, NYBES, AS 400,MS Word, Excel, Lotus, Access, Windows,

Internet, Ventura Publishing, Print Artist, Power Point and Safety.
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