Jason E Panos

P.O. Box 1733

Pearland, Tx 77588

281-851-7699

jpanos@houston.rr.com
OBJECTIVE
               To work for a reputable company in a position that will be challenging and rewarding. I seek the opportunity to use my positive attitude and strong work ethic to further develop my skills and advance my career.

EDUCATION
               May 1998                  Pearland High School

COMPUTER SKILLS

               Microsoft Word                                           Excel

               Outlook                                                        Power Point

               Adobe Photoshop                                        Mustang Timesheet System

               Lotus Notes cc mail                                    Corel 8.0

               Mass document production on Canon color copiers.            

EXPERIENCE

               December 2000 – Present

               Enron North America (Gas Trading)
               Sr. Clerk

· Prepare morning reports for traders. 

· Maintain inventory of trader materials.

· Answer numerous phone lines using a Turret Switchboard.

· Sort faxes and mail to the appropriate party.

· Order supplies as needed.

· Route accounts payable invoices to the appropriate group.

Reproduction Clerk

· Manage numerous reproduction projects with strict deadlines.

· Prioritize workload for quality customer service.

· Maintain inventory for proposal material.

· Scan and edit photographs and documents and assist with graphic designs and presentations.

July 1998 – December 2000

Enron Engineering & Construction Company

               Accounting Clerk

· Mustang Timesheet System Administrator.

· Input journal entries into MSA.

· Update and maintain project work orders.

· Update and maintain archived files.

· Distribute monthly reports to all departments.

· Provide administrative support for accounting department.

July 1996 – June 1998

McDonalds

Shift Manager

· Responsible for several areas of business operations includinf customer service, inventory management, quality control, employee training, management reports and compliance with policies and procedures.

· Supervised and motivated several personnel to maintain efficient, friendly and quality service under extremely stressful conditions. Due to high employee turnover, became very flexible and creative to get things done. Developed ability to train new employees during busy periods.

References available upon request.

