Jane Marie McNAUGHTON

Address: 
28 Chaney Road, Wivenhoe, Colchester, Essex CO7 9QZ

Tel: 

Home 01206 827202 
Mobile 07779 513748 

EMAIL: 
jane@wivenhoe-it.co.uk 
Up to 16 years experience of providing clerical support for a wide variety of companies and organisations using the latest Microsoft applications. Latest experience has been working for an agency supplying temporary staff. This has given me an insight into the requirements of clerical needs in this country.

Key skills

· Wide experience of customer facing skills in high-pressure environment.
· Management and dissemination of information in a clear and concise manner.
· Providing telephone support to customers and users locally and remote.  

· Use of Microsoft products in an office environment.
· General clerical duties.
Product Skills

· Microsoft Windows 95

· Microsoft Windows 98

· Microsoft Office 98, 2000
· Microsoft Outlook
· Microsoft Internet Explorer
· Microsoft Excel
Employment History

June 2000 to Present 

Blue Arrow Temp Agency (for the following clients)

University of Essex- Estates Department (Temporary secretary)
· General office duties.
Charles M Willie  - Computer operator and clerical assistant.

· Organised set-up of new office.

· Set-up new computer system.

· Programmed phone and fax system. 

Rent-a-phone – Receptionist

· Responded to customer enquiries by directing the calls to the person responsible.

· Performed data entry duties.

· Attended to mail deliveries.

October 1998 to January 2000
Sears Roebuck & Co (Clerical & sales)

· Supervised recruitment of temporary staff for store refurbishment.
· Maintained time sheets and record of temp staff.
· Tracked expenditures to ensure project remained within budget.
· Assisted fixture receiver in warehouse checking incoming building supplies. 
· Filed damage claims against building supplies companies for damaged goods received.
· Maintained contact with vendors for status reports on prompt delivery schedules. 

· Worked in computer sales department, providing a knowledgeable input to client choice.

· Dealt with technical queries regarding computer equipment and peripherals.

January 1989 to August 1998

Lafourche-Terrebonne Soil and Water

                                                             Conservation District

District secretary


· Served as receptionist to the District and NRCS office.
· Answered phone queries from, and met the general public.   
· Typed correspondence, conservation plans and the District newsletter. 
· Prepared press releases.
· Maintained reports and other material necessary for the operation of the office within tight deadlines with no typographical and grammatical errors.
· Maintained records of District business transactions on a daily basis as well as prepare for annual legislative audits.
· Maintained financial records.
· Prepared a monthly financial report, agenda and minutes for monthly board meetings.
· Maintained time and attendance records on all district and federal employees.
· Maintained District and NRCS files according to established systems.
· Maintained office supplies in sufficient quantities for office staff.
· Responsible for securing District and NRCS office supplies at lowest possible price.
· Maintained computer network in working condition responsible for backups etc.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
Education and training

1990  

Nicholls State University, Thibodaux Louisiana
Spring Semester (Office administration).

1983 – 1984
Louisiana Technical College  (Typist clerk).

1973 – 1976
Central Lafourche High School
Interests

· Video and photography, which with the addition of a digital camera has enhanced my interest in Web page design.
· Collecting items by Thomas Kinkade.
· Computer interests and the Internet.
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