Melissa Easterbrook











7917 Madison Nan ( West Jordan, UT 84081 ( (801) 541-1423
GOALS


I am currently seeking a career position with a fast paced work environment that provides room for long term growth and opportunities.
SKILLS


Proficient in Windows, Microsoft Word & Excel, Can type 40-50 wpm. Hard working team player, fast learner, and self starter with fine tuned customer service & people skills.
EMPLOYMENT


Security Administration



     EMPLOYED (4/10-present)

L-3 Communications




       Salt Lake city, UT

· Health and safety

· Security 
· Spreadsheets 
As a security Admin my main responsibilities include checking in our visitors, creating spreadsheets to update Vouchers, chemical papers and all security vehicle information. I work along different groups to help update information. As well as updating inactive records, for storage. 

Sr. Sales & Distribution Planner
EMPLOYED (02/09 – 4/10)


Grenx


Lehi, UT

· Order Processing/ Expediting
· Team Goal Planning

· Quality Control/ Satisfaction

As a sales planner my main responsibilities included processing orders & expediting them to our warehouse and shipping department for distribution. I work closely with the management team planning and implementing new policies and procedures that expedite our sales processes and quality control procedures. As well as planning and coordinating company launch presentations for independent distributors.

Sr. Account manager
EMPLOYED (05/04 – 04/09)


Discover Financial Services

         Sandy, UT

· Account Planning
· Collections
· Customer Service


As an account manager my main responsibilities included collecting on severely delinquent accounts, by planning and customizing payment options that fit my customer’s needs. After creating a payment plan, I expedited and delivered them to the district manager for approval and collection.
EDUCATION

(2001 - 2004)  Copper Hills High School


My elective classes included Advanced Computers, accounting and financial planning.

(2004 - 2005) Salt Lake Community College



I am looking forward to continue pursuing my associates in Business Management starting next semester.
