Stephen R. Myers
4880 N. Sabino Canyon Rd. Apt. 2108 Tucson, AZ 85750  (520)390-3543 anubus85@live.com
Objective
University student seeking a challenging administrative position.
Experience
Cook and Customer Service Representative
April 2008 – December 2008 Sunrise Cafe, Tucson, AZ

Prepare food to customer order

Maintain cash register with 100% accuracy

Work within team to maintain sanitation standards within the cafe

Train entry level employees on business protocols and operations

Barista
January 2008 - March 2008 Starbucks Coffee,  Columbus, OH 

Prepare coffee beverages to customer order

Exceed high standards of customer service and courtesy

Recognized for outstanding customer service skills

Obtained perfect inspections from Mystery Shops

Fast Learner! Completed initial Barista course in less then one month

Security Forces Augmentee/Financial Management Technician
June 2003 - August 2007 United States Air Force, Mansfield, OH

Provide customer service to military members within a payroll office

Recognized for outstanding customer service skills by customers

Input payroll transactions accurately and quickly, averaged 400 transactions per day

Process travel reimbursement transactions, averaged 120 transactions per day

Maintain an operations budget ledger exceeding 48 million dollars per fiscal year

Process vender invoices and receiving reports in accounts payable office

Inform budget officer and comptroller of transaction status 

Oversee the management of the Student Loan Repayment Program(SLRP)

Recognized for excellence in the management of SLRP

Education
Kaplan University,   Davenport, IA

November 2008 - Current

Paralegal Studies Major

Ontario High School,   Mansfield, OH

August 1999 - June 2003

General Course Diploma
Interests
I have an excellent understanding of office protocol, computer operating systems, phone etiquette, time management/organizational skills, and data processing/filing.
References
References are available on request.
