Lindacarol D. Herrmann

452 Cherry Court

Roselle, Illinois 60172

Phone: (630) 973-6027  E-Mail: Teedbitlh@aol.com
Commercial Floor Covering Associates

    Lombard, IL

March 2004 – January 2006, Administration Assistant    $38,000.00

Responsibilities include: Answering phones, Entering Supplier invoices in to excel spreadsheet, Supplier Waivers, Prepare Waivers for General Contractor Payout, Enter material in to monthly inventory spreadsheet, Type Accounts Payable Checks, Help with Submittals, Enter receipt of plans into a spreadsheet for bidding, Call for bidders lists. Type Proposals and other correspondence for Project Manager and other misc duties.

Flooring Resources Corporation


    Elk Grove Village, Illinois

February 2000 – March 2004, Accounting Assist.    $40,000.00
Responsibilities include: Entering project billing into Platinum accounting system, Opening mail, Back-up Accounts Payable, Back-up Payroll (ADP), Spreadsheets, tracking nextel, pager bills and credit card statements.  Tracking claims and return material credits.  Supplier waivers, Monthly Union Dues, Certified Payrolls, Sales tax reports and payments.

Kenneth J. James Builders (James Construction Corp.)       Northbrook, Illinois
October 1993 – October 1998, Accounts Payable, Administrative Assistant.  $38,000.00
Responsibilities include: Post A/P Invoices to computer, answer vendor questions, print A/P checks. Balance draw package to job cost and prepare to send out for funding, inspect waivers for payout. Vendor research, post cash receipts, prepare closing papers for Attorney.  Administrative Assistant to Executive Vice President, Director of Marketing and Sales, and Director of Purchasing. 

American Overhead Door



Schaumburg, Illinois
August 1989 - June 1992   Credit/Collection.

Responsibilities include: Answer phones, accounts receivable, make credit inquiries on new customers, collection calls, reminder letters, order office supplies, order printed material, labor cost on computer, answer customer inquiries, misc. secretarial duties.

Eskay Screw Corporation



Wood Dale, Illinois

August 1986 - August 1989  Billing Clerk.

Responsibilities include:  Invoice all shipments, back up accounts payable, back up switchboard, order entry, worked with credit manager, worked with sales department, misc. projects.

Household Bank




Bloomingdale, Illinois
November 1985 - May 1986   Collection Department/Clerk.

Responsibilities include: Phone inquiries, filing balancing assigned reports, quote net payoff figures, research of payment histories, mail required documents upon repossession of vehicle. Type list of new repossessions and present to collection secretary. Credit verifications, sort mail and distribute. Balance and correlate monthly “accounts receivable”  report.

Harris Bank Roselle




Roselle, Illinois

August 1978 - October 1984    Bookkeeping Department.

Responsibilities include: Balance customers check books, checked checks for endorsements, helped customers in person and on the telephone.  Did all look ups, worked closely with computer center on many projects, did chargebacks on customers' accounts and fed returns.

Education:
Graduated from Lake Park High School

Two courses A. I. B.(Bank Operations, Marketing)

References: Furnished upon request.  

