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Northwest Graphics – Belvidere, Illinois      2004 – 2005  

Office/General Manager 

Managed all office operations.  Managed all financial transactions, producing financial statements, 
and handling correspondence, HR, and Payroll. Prepared management reports and financial 
summaries using Microsoft Excel and Quickbooks detailing company’s financial status. Manage 
payroll and prepare payroll tax returns. Research and resolve billing and collections disputes.  

Key Contributions: 

 Helped manage cash flow during a very tough financial time. 

 Excelled within a fast-paced environment, continually taking on increased levels of 
responsibility. 

 

Zavius Jewelers – Rockford, Illinois       2002 – 2005  

Office Manager/Operations Manager 

Prepared management reports and financial summaries using Microsoft Excel. Performed all HR 
duties and all payroll functions. Oversaw all operations of office and handled all issues.  Completed 
ad hoc assignments and analyses for supervisor.  Assisted with marketing and other plans for the 
company.    

Key Contributions: 

 Contributed substantially to working through our moving and financial issues and helping 
with all aspects of marketing, HR, and Payroll to achieve our success. 

 

Electrical Control Integrators – Rockford, Illinois (Closed)    1993 – 2002  

Office Manager/Operations Manager 

Managed all financial transactions, producing financial statements, and recording all transactions. 
Managed all aspects of the office.  Monitoring travel, schedules and training. Prepared management 
reports and financial summaries using Microsoft Excel and Quickbooks detailing company’s 
financial status. Generate bank deposits, verify and balance receipts. Create invoices and track 
overdue accounts. Manage payroll and prepare payroll tax returns. Research and resolve billing and 
collections disputes.  Handled all customer service issues.   

Key Contributions: 

 Demonstrated talent for quickly learning new tasks and completing assignments ahead of 
schedule while maintaining a high degree of accuracy. 
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Skill Proficiencies  

 Treasury 
 Accounts Payable/Receivable  
 Quarterly Reports/filings 

 Office Management 
 Process Improvement 
 Microsoft applications 

 Financial Statements 
 Analytics 

 
 

 
 

Additional Training  

 Oracle System Administration 
 Oracle GL Basic  
 Green Belt Trained 

 QuickBooks 
 Leadership Training – 

Priority Management  
 

 Enhancing Business 
Excellence – Ritz 
Carlton 
 

 
Other interests / Organizations 

 Reading 
 Snowmobiling 
 United Way BAR Committee 
 4-H leader Boone County 
  

 

 
EDUCATION 

Graduated: 
North Boone High School - Poplar Grove IL  Graduated 

Attended: 
Rock Valley College – Rockford, Illinois 

 

 

 

 References available upon request 


