Sandra  B. Cochran

P.O. Box 292

Sparta, NC 28675

spunkyyankee@skybest.com

CAREER OBJECTIVE

Permanent position - reasonable pay - pleasant atmosphere.

Variety of duties & responsibilities are a welcome asset.

ATTRIBUTES

I am  a focused, loyal ,  & deligent person.

Learning a job quickly, honesty, & reliability are some of my attributes.

EDUCATION

· Harford Community College, Bel Air, MD AA Deg.- Off.Educ. Jan.82; & Accounting - Total 98+ Sem. Cr Hrs

· Wilkes Community College, Sparta, NC Lotus 1,2,3; Excel; Prin. of Management.; Human Resourc Man.

· Surry Community College, Dobson, NC -  Medical Terminology

· NC Department of Medicare & Medicaid - Medicare & Medicaid Billing Course
SKILLS

· Typing

· Data Entry

· Accounting

· Dictaphone

· Office Machines

· Filing/Organization Management

· Shorthand

· Payroll 

· Taxes

· Chart Creation

· Efficiency Reporting

· Web Publishing







SOFTWARE

Windows 3.1,  95,  98, 2000, XP

Lotus 1, 2, 3

Office 95, 98, 2000

Word Perfect

MS Works

MS Word

MS Excel

MS Outlook

MS Publisher

Web Publishing  (http:/www/corascharitiesinc.com)

Work Experience & Personal References can be furnished upon request

Please contact me at spunkyyankee@skybest.com

