Kimberly A. Wehner
4350 Potter Hill Rd.
Cincinnatus, NY 13040

(607) 344-1141
Kwehner1989@gmail.com

Summary of Qualifications

· Professional with 3+ years of Office Assistant experience; possess 7+ years experience  with outstanding Customer Service
· Exceptional interpersonal skills; work well with others and independently

· Reliable, honest, and able to multi-task in a fast-paced environment

· Complete tasks in a timely manner; highly efficient and organized

Relevant Experience
Office Assistant

· Performed various office duties such as answered multi-line phone system, copied, faxed, and filed documents, and communicated with customers

· Typed letters and memos; mailed correspondences to customers

· Handled A/R & A/P and documented all payments in ledger; deposited any cash on a daily basis

· Contacted employers daily to obtain employee hours; documented hours on established spreadsheet

· Provided purchase assistance on orders; ensured shelves were fully stocked at all times

· Ensured all paperwork was completed in a timely manner

Customer Service

· Ensured customer received outstanding service at all times; greeted customers in a warm and friendly manner
· Handled any customer concerns and issues in a diplomatic manner; reported any concerns to management

Computer Usage

· Proficient in MS Word; knowledgeable in MS Excel and Power Point

· Strong ability to utilized Adobe Acrobat Reader; able to scan and file documents

Work History
The Bennett Hotel Restaurant & Bar





    2017-2018

Breakfast Cook/Manager






      Cincinnatus, NY
Parks Rd. Construction







    2016-2017

Office Manager








 Mcgraw, NY
Wendys










  2016

Cashier









Cortland, NY

Zoom Tan










  2015

Cashier/ Associate








 Cortland, NY
Maid / Waitress / Bartender
2013 
Three Bear Inn
Marathon, NY

Cashier / Customer Service
2010 – 2012

Pudgie’s Pizzeria
Cortland, NY 

Office Assistant
2007 – 2010

General Interior Systems, Inc.
Liverpool, NY

Manager / Cashier
2005 – 2007

Cincinnatus Market Place
Cincinnatus, NY
Education
High School Diploma, Cincinnatus Central School, Cincinnatus, NY
