 Mary J. Walker

25677 Walnut Ln.  Cleveland, TX. 77328

Home: 281-659-2034

walkermnm@sbcglobal.net    

        


 10-19-04

Work Experience:

Office and Administrative Support / Secretary / Notary

Company: Matt Mechanical     ( commercial plumbing company )

                 21716 Hudson, New Caney, TX 77356

Phone:     281-354-1382

Fax:        281-354-1389

Dates of Employment: Start Date:  07-02-2001   End Date:  09-21-2004

Descriptions of Duties:  Job cost analysis on each job, fixture qoutes, help put bids together for job proposals, pulled permits, called in inspections, payroll, recording and holding weekly safety meetings, going to job sites with my boss and doing materiel take offs, accounts receivable, set up job accounts with suppliers for each job, dispatch plumbers, answer phones, fax, schadule appointments for my boss, order fixtures, run office when my boss was out of town, and what ever else that needed to be done. 

I am also a notary.

I am willing to learn what I do not know, so please keep me in mind.              Sincerely, Mary Walker








