Wendy Sue Laverty
7616 Burholme Avenue

Philadelphia, PA  19111

215-725-9519/267-240-2069 (cell)

lavertyw@gmail.com
SECRETARIAL SKILLS:

Keyboard – 100 words per minute

Computer Experience

Switchboard Operator Experience


Microsoft Excel, Word, Power Point







On-Line Research & Data Entry
WORK EXPERIENCE:

March 2016-

Agasar Chiropratic Office
June 2016

Clerk


· Put together patient files

· File patient cards

· File patient files

· Computer work

· Answer phones
June 2014 - 

Barandon & Hollinger Real Estate, Ltd.

April 2016

Office Manager

·  Type letters, paperwork for sale of houses, paperwork for settlement

·  Answer phones

·  Check e-Mails

·  Mass Mailings

·  Open and distribute mail

·  Obtain Certificates of Occupancy and other certificates required for        settlement
September 2011 - 
Berachah Church, Cheltenham, PA
Present


Office Manager

· Maintain Church website
· Maintain calendars

· Check e-mails

· Maintain contact with congregation through Facebook

· Answer phones

· Open and distribute mail

· Type bulletins, letters, prayer lists

January 2011 - 

Huntingdon Valley Family Chiropractic Center, Huntingdon Valley, PA

June 2014

Insurance Coordinator

· Post checks from insurance companies on-line
· Contacts insurance companies regarding unpaid claims

May 2005 -

Happy R’ Wee Daycare, Abington, PA

September 2011

Toddler Teacher

· Teach class of 1-2 year old children through play and crafts

· Responsible for outside exercise through play

July 2002 -

Creative Beginnings Day Care, Fox Chase Cancer Center, Philadelphia, PA

April 2004

Day Care Assistant

· Type, copy and file letters, memos and medical forms

· Fundraising Coordinator
February 1987 - 

TAO, Inc., Philadelphia, PA

December 1989

Secretary, Program Operations

· Type and distribute correspondence

· Recorded information into computer for payment

April 1985 - 

William Jenkins Advertising, Philadelphia, PA

November 1986

Secretary/Receptionist

· Type and distribute correspondence, news releases and budgets

· Mass mailing for clients

September 1979 -

General Instrument, Hatboro, PA

October 1984

Part-time Payroll File Clerk, Secretary in Customer Service and Marketing
· Type and distribute correspondence, purchase orders and reports

· Ability to write up, process and enter orders into computer

· Processed invoices for payment

· Filed time cards and kept track of vacation and sick time

EDUCATION:
William Tennent Senior High School – Warminster, PA



Diploma Received – June 1980 – Received Business Department Award

ACTIVITIES & INTERESTS:  Served as Recording and Corresponding Secretary to Christian Endeavor (Interdenominational Group).  

Enjoy attending sporting events, cooking, and reading.  Enjoy putting together fundraisers to help others.   
