Wanda J. Evans 

765 Barrington Woods Apt 2 

Portage, MI 49002

(269) 324-2263

wevans_3@hotmail.com 

Objective:

If you are seeking a team oriented employee with self starter qualifications, I am that employee. I would like to utilize my experience and knowledge to benefit your organization. I have the ambition and determination to take a job and give 100%. My experience in the Accounting, Human Resource, Customer Service and Manufacturing Profession can only be enhanced, by an employer who is seeking to find a dedicated and reliable employee.  

Employment History:  

Advance Appraisals
Three Rivers, MI

7/1999 – 10/2004

Office Assistant

Entry of data for completed appraisals into company software for banks and other financial institutions.  Answered phone and scheduled appointments for residential and commercial properties.  New File creation associated with pre-appraisal which included location, land survey, cost and paperwork.  Packaged and delivered completed Appraisal Reports to financial institutions, locally or by Fed Ex.  Went and took pictures of comparison homes with digital camera and loaded them in to program.

Americraft Carton, Inc. 

Sturgis, MI 

06/1996 - 05/1999 

Accts. Payable/Payroll Admin./HR Gen.

Advance to Human Resource Director after one year of employment. Was responsible for implementation of all aspects of Workman Compensation, Long/Short Term Disability, Family Medical Leave Act.  Attendance/Awards and vacation records were maintained in my department for 120 employees. Conducted all employee orientations for manufacturing employees and sales reps. Was responsible for all drug testing and plant tours for new employees. Distributed and created a monthly newsletter to promote a positive communication between employees and management.  Hired and trained assistants for my department. Supervised and maintained all aspects of A/P for Corporate Office. Calculated timecards and processed Payroll for all hourly employees.  

Butler Foods/Fred's/Harding’s Market 

Three Rivers, MI 

06/1977 - 01/1991 

Produce Mgr/Deli Assistant /Cashier 

Positions varied throughout employment during change of ownership of company. Areas of responsibility included ordering, packaging and displaying of produce. Assistant Mgr. to Meat Department was responsible for ordering deli products and stocking, fresh cut meat counter. Position included customer service, cashier, stocking, opening/closing, reconciliation of cash registers and deposits.  

Lear Siegler, Inc. 

Mendon, MI 

04/1984 - 06/1988  

Assembly, Plating, Injection, Inspection

Plastics manufacturing which included assembly of parts for packaging and shipment to other facilities. Manual assembly of parts on hanging racks for Plating and Packaging of components for vehicles. Other areas of work included injection molding, light line, paint room and quality control.  

Education:  

Associate of Applied Science in Business 

Major: Accounting 

Glen Oaks Community College 

Centreville, MI   

Certificates and Licenses:
FMLA, Mich. Chamber of Commerce, MI 

Personnel Law, Mich. Chamber of Commerce, MI 

American Disability Act, Mich. Chamber of Commerce, MI 

MIOSHA, Mich. Chamber of Commerce, MI 

Skills and Abilities:

Computer Training:

Microsoft Excel, Microsoft Word, Quicken, Quick Books, AS400, Word Perfect, Lotus 123, Lotus Notes, Internet, Windows XP. Limited use on Visio and Photo Shop.  
Honors and Activities:

Graduate cum Laude, GPA 4.0. 

Tutor/Math 

Boy Scouts of America 

American Cancer Society  

