
Dana Davis

2110 Union Mill Rd

Houston,  TX 77067

Work 713 853-7520

Home 281 583-1348

Skills


Ms Word, Excel, Schedule plus, Lotus Notes, and Lotus Organizer.  MSA, Docview,  DSS Table (MS Access), ETA timekeeping.  Good communication skills and interact well with peers, excellent organizational skills.

Education

1985- 1987
Drew  Central High School
Monticello, AR


Work experience

1997-Present
ECT-Financial Operations
Houston, TX

Sr. Clerk

· Job duties include invoice processing, checking accuracy of billing statements, set up  new vendors in Financial  Systems  (MSA).   Reconcil numerous vendor accounts.  Maintain  Excel database of all processed invoices.  Process  monthly journal entries.

1996 -1997
ECT-Information Technology
Houston, TX

Sr. Clerk

· Handled invoice processing for ECT-Information Technology dept.  Additional duties included checking accuracy of invoice coding, set up new vendor accounts in (MSA & CIM), and reconciled numerous vendor accounts.

1996 -1997
ECT- Information Technology
Houston, TX

Clerk

· Duties included establishing and maintained files for Vice President, answered phones for Lead Assistant & Vice President, made copies, deliveries, mail runs, and supported six IT Assistants.  Other duties as assigned.

1990-1995
Target
Houston, TX

Customer Serv. Rep.

· Worked  part-time  duties  included cashiering, customer service and  answering  phones

References

Upon  Request

