Jessica H. Martin

1404 S. Moore St.

Valdosta, GA   31601

(229) 259-9855; jmartin@hotmail.com
SUMMARY

Strong administrative skills and proven experience in dealing with deadlines, high-stress situations, and a multi-tasking.  Successful track record in organization and customer service.

WORK EXPERIENCE

Allied Industrial Products, San Marino, CA



June 2000-June 2006

Leader in the industry of industrial cleaning supplies.  Sales of $25 million/year. Home office to four locations, world-wide.  

Administrative Assistant to the Plant Manager

· Coordinated reports from the four assistant plant managers on a daily basis.  

· Tracked manning for plant by production requirements to determine staffing needs to forward to human resources on a weekly basis.  

· Coordinated meetings with assistants and supervisors on an as-needed basis.

· Developed training manuals for the managers and supervisors to ensure that a certain level of continuity was maintained throughout the organization.

Ashley Furniture Company, Charlotte, NC


  September 1996-May 2000

Distribution center for the Ashley Furniture Stores.  Responsible for distribution to the stores in the Southeastern United States. 

Administrative Assistant to the Operations Manager


    December 1998-May 2000

· Coordinated reports on production for review by the plant manager.

· Collected and collated data from production supervisors. 

· Developed spreadsheets to track production staffing needs 

Receptionist/Secretary




       September 1996-December 1998

· Answered multi-line phone 

· Greeted applicants and clients as they came in, directing them to the appropriate person

· Did data entry for various departments into spreadsheets

· Scheduled appointments

EDUCATION


Graduated from Southwest Mason High School, Peoria, IL


May 1994


Graduated from Peoria Jr. College with Associates in Business

August 1996

REFERENCES

Available upon request.
