Pamela Land Meekins

231 A.J. Meekins Lane

Cleveland, Texas 77328-8445

(281)593-2330 Residence

meekins@tech-star.net
Objective:  To find a position that accentuates my skills while meeting and exceeding the expectations of 


       my employer.

Experience:

April 2002 thru present




Genesis Chemicals, Inc.

P.O. Box 10186

Liberty, Texas 77575









Office Manager

As Office Manager (Director of Administration) I handle aspects of running the company on a day-to-day basis.   I generate Accounts Payable and Receivable, calculate payroll for the drivers and all aspects of Human Resources.  Electronically, I pay the 941 taxes, reconcile the company’s cash on hand and send purchase orders.  Additionally, I take care of the purchasing aspect of the company.

May 1994 thru November 1998



Groth Corporation









1202 Hahlo









Houston, Texas 77002









(281)295-6800









Inside Sales Rep/Customer Service

As an Inside Sales Representative I received incoming telephone calls for my territory, generated quotations, answered technical questions and generated vendor documentation.  Additionally

I was a member of the Customer Assurance and Manufacturing Teams.

Education:
N.H.M.C.C.D.

Associates of Arts 

I expect to receive my Associates degree this summer and transfer to University of Houston-Downtown in the fall of 2004.

Experience:

· Microsoft Excel and Word.

· Peachtree Accounting System.

· Transportation of Hazardous Chemicals.

· Transportation Industry.

· Human Resources.

References available upon request.
