
	Alisaharrington
321 Katherine Avenue #3, Salinas, CA 93901·(831) 206-8010
Kaliali5036@yahoo.com


	
To obtain a part or full time position utilizing my computer and clerical skills as well as my customer service experience.


Experience
	3/2001 – 12/18
ADMINISTRATIVE Assistant, Hope Services
Greet visitors, answer phone and transfer calls, use office machines including fax and printer. Tracking attendance and data entry. Take minutes of staff meetings as well as filing important client and staff information.

	6/1998 – 3/2001
Office assistant, Monterey bay Aquarium RESEARCH INSTITUTE Moss Landing
Collating travel expense reports. prepare outgoing mail packages for FedEx and UPS. Fill out purchase orders and check request forms. Other general clerical duties.

2/1998 – 4/1998
Tax assistant, Ingraham & Loose Certified public accountants
Prepared and assembled income tax documents. General clerical duties

7/1995 – 8/1997
Accounting assistant, Monterey Bay Kayaks
Data Entry of names, addresses and coding information of customer on mailing list for Bulk Mailer. Reconciled credit card usage using QuickBooks. Filed office expense receipts, merchandise invoices, bank records and sending payments to vendors.


Education
	9/1985 – 6/1989
diploma, North Monterey County High School

	1994 - 1996
General Ed, Hartnell College


Skills
	I am very good at customer service and working with the public
Familiar with all office machines
	Experience with Excel and Word
Basic accounting skills
Quick learner, independent and motivated


Activities –Volunteer at Red Cross, I enjoy outdoor activites and I enjoy cooking.
Refernces Available upon Request
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