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Objective 

I am a multi-talented  Administrative Assistant seeking contract positions with a growth-oriented  company which is searching for a special team player whom is able  to create a harmonious, smooth flowing operation. 

Office  Skills 

Bookkeeping  : Accounts Payable, Accounts Receivable, Collection, Payroll, Bank  Reconciling, Budgeting,(Manual & Computerized) through Peachtree,  Mac P&L, Quickbooks, Lotus, Excel. 

Administrative/Managerial  : Employee Communication, Security, Workflow Administration, Project  Coordination,Supply Ordering, Client Communication, Legal Filing,  Computer Administration. 

Computer  Skills : PC Operator since 1979, Mini-Mainframe Operator 1983-1985,  Programmer (ASM, C, C++, VB) 1985 - 1995, Web Design 1996-present. 

Employment History  (Detailed) 

Robert's  Consulting Service, Self Employed 

(February  2007 - Present) 

Providing  Web Sites, Hosting, small business assistance to prospective clients.  Sales, Customer Service, Internet connectivity issues (TCP/IP, WAN,  LAN, MODEM), PC Repair (Hard Drives, Motherboards, Video, Audio)  Software Setup (Windows, Linux) 

Disability  Network/Northern Michigan, 333 State Street, Traverse City MI 49686 

(November 2006 - February  2007)Volunteer 

OFFICE  ASSISTANT, Responsibilities included management of BATA BUDDY Project,  SECRETS TO SUCESS Project, DOORS FOR HUMANITY Project working with  paid and volunteer staff from RICC and other agencies in coordinating  efforts to enable sucess for each project including Brochure creation,  meeting planning and execution and creation of pre-marketing materials. 

Pure Water Works,  Inc., 1040 S Garfield Ave, Traverse City MI 49684 

(November  2005 - November 2006) 

BILLING & IT COORDINATOR, responsible for all water & salt delivery  routing & maintenance issues. Accounts Receivable, Collections,  Court Filing. IT Management for a 5 user network utilizing Windows  2000 Server, Quickbooks Enterprise 2006, Website implementation  and Design, Online & In-Store Purchasing & Receiving. 

The Globe Hostel, 10 Hallam Street, San Francisco, CA 94103 

(January  2005 - December 2005) 

Night  Manager, Desk Clerk, Cleaner - Upon my return to San Francsico I  entered into The Globe Hostel as a guest and was soon recognized  by staff to have the skills and drive to maintain the hostel in  an orderly and professional manner. Duties include night auditing,  cash handling, problem solving [Guests], customer service. Hostel  maintenance included laundry, main floor and outdoor maintenance/upkeep. 

Hilton Hotel & Casino, Boston & Pacific Street, Atlantic City, NJ 08401 

(September 2004 - December  2004) 

Bus/Slot Marketing  - Bus Greeter - Greeting tour busses of casino customers, handing  out and matching coupons, making notice of anything out of ordinary,  customer assistance. 

Education & Training

Cabrillo  College, Santa Cruz CA (Accounting) [1993] 

City  College of San Francisco, San Francisco CA (Accounting) [1991] 

Blake Business School,  NYC, MIS Certificate (Operations) [1985] 

West  Side High School, NYC, Computer Operations/ Programming [1982]

	Donald Robert Junod
	Tel: 678-961-9981

	875 Post Street #111, San Francisco CA 94109
	Email: junodr@gmail.com


Employment History (continued)

Western  Staffing Services, 76 Central Square, Linwood, NJ 08221 

(June  2002 - May 2004) [Top Placements] 

HILTON  HOTEL/CASINO - Risk Management, Eastern Region Claims Clerk - Alpha  Filing and Data Entry of new, active and settled claims into proprietary  AS400/MSAccess style database system. Additionally handled incomming  communications and customer complaints, opening claims; making sure  office supplies are available for the staff of 10 people, reporting  to 3 lead personnel as well as the Eastern Division VP. 

BALLYS  HOTEL/CASINO - Hotel Accountant - daily tallying and balancing of  incomming receipts for 12 retail establishments. Error reporting & reconsiling. 

DCO  ENERGY - Startup Administrator - Starting out in a construction  trailor, making the required contacts to start and continue office  and other service providers for heating, backup electricity and  water supply station for the Marina District in Atlantic City. I  was also responsible for creating safety and other employee reference  manuals for all plant employees to adhere to. 

DCO  ENERGY - Maximo Administrator - After the Administrative postion  was taken over, I moved into the creation and manipulation of the  parts inventory system (MAXIMO), setting up the initial relationships  of parts vs components and master equipment lists; 1:1 & Class  instructional training of supervisory personnel. 

Joule  Temporary Services, 1333 New Road, Northfield NJ 08225 

(January  2001 - June 2002) [Top Placements] 


BALLYS  HOTEL/CASINO - Clerical - envelop stuffing. 

CAESARS  ENTERTAINMENT - Telemarketing - Part of a team of "operators" on  the 1-800 Customer Service lines of the Hotel; answering every question  from reservational lookups through to local travel and entertainment  possibilities sponsored by the Hotel. 

BAY  MARINE - Painter - Bottom boat painter. Resurfacing fiberglass & wood boats, painting before delivery to customers for seasonal recreation. 

Labor Ready, 135  S. Philadelphia Blvd.,Aberdeen MD 21001 

(June  1999 - December 2000) Certified Construction Flagger, General Labor 

Moschetti, Inc.,  11 Sixth Street, Vallejo CA 94590 

(January  1999 - April 1999) 

Accounts  Payable Clerk - Handling everything from stand-in administrator;  answering phone lines, handling irate customers because everything  was not included in contracts, reworking accounts payable system  due to previous employees misuse of product. 

Tour-Sarkissian Law Offices, 211 Gough Street 3rd Fl, San Francisco, CA 94102 

(May 1997 - December  1998) 

Administrative  Assistant - handling small law office consisting of four(4) Real  Estate, Personal Injury attorney's managing office supplies, vendor  contacts, accounts payable, accounts receivable (entering requests  into database, printingchecks, obtaining approvals, mailing and  tracking via USPS Registered mail). 

Christopher  C. Welch, Atty., 211 Gough Street 3rd Fl, San Francisco, CA 94102 

(May 1997 - December  1998) 

Consultant,  Accountant - started out as computer tutoring client, moved into  part time accounts receivable and payable entry and management through  Quickbooks; filing docets internally and within courts; updating  personal and legal libraries. 

Asterix  Technologies Inc., 112A Trinity Street, Santa Cruz CA 95606 

(September 1990 - May  1997) 

Partner, CFO/Associate  Programmer 

