MARTIN ANDERSON

1231 ABC Road  (   City ABC  (  State ABC  (  12345

Work 555-555-5555  (  Home 555-555-5555

E-mail ABC@email.com


OBJECTIVE
To attain a challenging and responsible position in the technology industry that will effectively utilize my professional and educational experiences.

EXPERIENCE

ABC, INC.

Title: Network Administrator, 06/97 – present
City ABC, State ABC

Manage and maintain a peer-to-peer computer network for a multi-line distribution company. Responsible for various aspects of accounts receivable and cost control.  Perform pricing analysis to maintain a maximum gross margin while remaining competitive in the market place.  Administer the advertising budget and publish sales literature.  Build and maintain the company web site.

COMPANY ABC

Title: Transportation Assistant, 09/95 - 10/96
City ABC, State ABC

Disbursed 12 million dollars of a 25 million-dollar transportation budget. Administered access system for 10 petroleum terminals throughout the Northeast.  Coordinated exchanges with other petroleum marketers and distributors.  Prepared and processed insurance claims.  Verified insurance and environmental compliance for the contract fleet.  Audited and adjusted freight tariffs.

COMPANY XYZ

Title: Customer Finance Specialist, 01/95 - 09/95
City ABC, State ABC

Assisted customers with account inquires and product information.  Reconciled customer credit and collection issues through extensive phone and written contact.  Analyzed customer credit history using TRW and Dunn & Bradstreet for application processing.  Prepared and tracked past due accounts for collection and litigation purposes.

ACME

Title: Lease Accounting Specialist, 01/94 – 01/95
City ABC, State ABC

Audited leases, maintained general ledger and journal entries, and reconciled daily cash. Administered various facets of agri-lease terminations and litigation. Automated daily cash reconciliation with a Lotus spread sheet. Streamlined the termination process by creating a WordPerfect macro.

XYZ INCORPORATED

Title: Programmer, 12/92 – 04/93
City ABC, State ABC

Developed and tested software products for the long-term health care industry.  Worked to automate State ABC filing forms to streamline financial processing. Participated with a team to develop electronic submission software for paperless reporting to government agencies. Specialized software using local area networks, AS-400’s and PC’s.
ABC INCORPORATED

Title: Engineering Coop, 08/91 – 06/92
City ABC, State ABC

Revised and issued support calculations for the Nuclear Power Operation at Unit 2.  Assisted with the documentation and progress tracking of the Snubber reduction program.  Researched historical and technical documentation to prepare NMPC to take final possession of the Unit 2 Nuclear Reactor.

ABC CONSULTANTS

Title:Estimator/BusinessAdministrator,05/89-07/91 
City ABC, State ABC 

Estimated bid contracts for various aerial and underground utility projects. Assisted with the management of day to day operations for dispatch, accounts payable and receivable. Supervised and scheduled personnel and equipment usage. Located all underground facilities before construction.

EDUCATION

COLLEGE ABC

B.A. Political Science / Economics, 1982 – 1986
President of Senior Class finance committee

UNIVERSITY ABC

Civil Engineering, 1991 part-time

COMPUTER SKILLS

	
Windows 2000 / XP / NT
	
MS Office

	
AS/400
	
MS Access

	
Lotus
	
WordPerfect

	
HTML
	
AutoCad-14


SKILLS

· Excellent Problem solving abilities
· High level of Organizational and planning capability
· Professional Oral and Written Communication talent
