Mary Rogers
123 Main Street
Waycross, Georgia  31501

912-287-1234 Home
912-816-5678 Cell

mrogers@okefenokeetech.edu

EDUCATION

Okefenokee Technical College      Waycross, Georgia      Accounting, Degree
                         2010

                                                                                            Accounting, Diploma

             2009

                                                                                            Office Accounting, TCC

             2008
· GPA- 3.56

WORK HISTORY

Ware Co. Board of Registrars, Clerk
            Waycross, Georgia

           March 2004– Present

The Vision Center, Store Manager

Waycross, Georgia

     August 2001– May 2002

J. Smith Lanier & Co, Office Manager
Waycross, Georgia

       April 1998– April 2001

On Cue, Store Manager


Brunswick, Georgia

   July 1996– February 1998

EXPERIENCE

Office Manager/Clerk

Oversaw day to day operations for municipality and private business by maintaining voter registrations, conducting elections, answering phone, routing calls, preparing correspondence, and creating and monitoring reports.  Data entry including inputting general ledger entries and generating monthly statements.

Store Manager

Recruited, trained and managed sales staff.  




Office Manager for Lott Furniture Company





SUMMARY OF QUALIFICATIONS





Fourteen years of successful experience in office management 


Possess solid computer skills in Word Processing, Microsoft Office, WordPerfect


Detail oriented and able to multi-task


A team player


High Grade Point Average  


Great Work Ethics 


Georgia Certified Work Ready- Gold Award


PBL Vice President at OTC


Student Ambassador at OTC


President’s List














