

	1315 Kirkland, Splendora, TX.
	832-971-1018Cell


Jessica Schulze
	Objective
	 To find a challenging position that will execute as well as enhance all of my skills and knowledge.

	Experience
	1998-Present
Houston ISD
Houston, TX

General Clerk II

· Customer service; answer calls from schools, parents, employees and vendors. 

· Monitor and confirm daily work orders in SAP system.

· Process any additional paperwork and reports needed.

· Benefits Coordinator.

· Efficient in Microsoft suite 95 – XP versions.

· Proficient with office equipment such as; copy machine, fax machine and etc.

	
	1994 - 1998
Taco Bell
TX

Shift Leader

· Managed crew of 8 -14 employees.

· Opened and Closed restaurant.

· Processed daily inventory and monitored periodically food temperature and status.

· Worked with payroll, scheduling and daily bank deposits.

	
	

	
	

	Education
	1995-1997
ITT Technical Institute          Houston, TX

· Worked toward Associate of Science Degree.

1989-1994                         Humble High School              Humble, TX

· Earned a four year High School Diploma

	Interests
	Trail riding, athletics, children and outdoor activities.



	
	


