
	Jordan payton
670 Meyer Avenue King City, CA 93930 · 831-320-4113
jordaniris@sbcglobal.net


Experience
	

	January 28, 2019 – April 12, 2019
Office Technician, Department of Corrections and rehabilitation
Under the supervision of the Chief Support Executive, independently perform a wide variety of routine and complex administrative and clerical support duties that require general knowledge of Departmental programs and policies, and an understanding of department-wide office practices and procedures. 

	September 18, 2017 – January 24, 2019
Account clerk, king city union school district
[bookmark: _GoBack]Perform technical accounting and balancing of district benefit and insurance programs including health, dental, vision, and Tax Shelter Annuity.  Verify account codes for accuracy and appropriateness of amounts.  Verify employment status changes, and related information for accuracy of salary computations, audit payroll information and deductions.  Process monthly and supplemental payroll.  Complete payments and control expenses by receiving, processing, verifying, and reconciling invoices.  Pays vendors by verifying federal id numbers; scheduling and preparing checks; resolving purchase order, contract, invoice, or payment discrepancies and documentation; insuring credit is received for outstanding memos; issuing stop payments or purchase order amendments.  Maintains accounting ledgers by verifying and posting account transactions.  Verifies vendor accounts by reconciling monthly statements and related transactions.


Education
	October 2018-june 2019
dental careers, regional occupational program
690 Main Street Soledad, Ca 93960       (831) 678-6300
Will graduate with Certificate of Completion, June 2019

	august 2016-present
general education, hartnell college
411 Central Avenue, Salinas, Ca 93901
Still currently attending


Skills
	Ability to plan, develop and coordinate multiple projects
Strong customer service, organizational, and interpersonal skills.
Highly skilled in building relationships with internal and external customers.
Ability to perform tasks with minimal supervision.


	Self-motivator, ability to take initiative with excellent time management skills
Extremely proficient in Microsoft Word, Powerpoint, and Excel
Ability to maintain and establish good relationships with co-workers, clients, and management. 
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