LORI A KNIGHT  
484 UPPER SAGE RUN RD
OIL CITY, PA 16301
(814) 226-4522 (primary)
			                (814)  676-2670 (evening)
OBJECTIVE

To secure a position in an established company/organization with the opportunity for growth and advancement. A highly dedicated, dependable individual with strong interpersonal skills adept at handling confidential and/or sensitive information.  

EXPERIENCE
  Receptionist/Administrative Assistant,				07/2017 - Current
  BERTEOTTI INSURANCE and FINANCIAL SERVICES
  Shippenville, PA

  Client First Contact Representation
  Answer/Direct In-Coming Calls
  Maintain Appointment Book/Client Contact System Calender
  Update/Maintain Client Files
  Data Entry/Advisor Assistant Program
  Type Client Letters
  Client Correspondence Monthly Reporting
  File Client Folders/Documents
  Daily Mail Distribution
  Prepare Client Birthday Cards

  Program Office Secretary,						02/2017 – 07/2017           
  MANPOWER (Family Care for Children and Youth, Inc.)
  Oil City, PA
 
  Client First Contact Representation	
  Answer/Direct In-Coming Calls
  Prepare Check Requests
  Establish Files for New Clients/Placement Parents
  Assist the Program Office Supervisor
  Data Entry
  Process 3M Cogent System Fingerprinting
  File Documents

Student Services Director, 
DUBOIS BUSINESS COLLEGE 	      				02/2016 – 09/2016
 Oil City, PA
Open and Close Campus
Client/Student First Contact Representation
Assist Students
Admissions 
Prepare Administrative Paperwork
Adhere to Various Regulatory Procedures
Assist Campus Director
Data Entry
Prepare Faculty Minutes 
  Update/Maintain Administrative Files	
Answer/Direct In-Coming Calls
Various General Office Duties

  Office Manager Assistant-Receptionist, 
  KRIEBEL MINERALS, INC. 	                    			12/1997 - 01/2016
  Clarion, PA	

  Answer/Direct In-Coming Calls
  Client/Customer First Contact Representation
  Remote Capture Electronic Banking/Teller Scan
  Bank Reconsiliation of Business/Personal Accounts
  Verification of Transportation Statements/Invoicing
  Facilitation of Fed-Ex/UPS Shipping/Postal Mailing Services
  Preparation of Royalty/Distribution/Investor Mailings
  Link Meter Test in Enertia
  Health Insurance Administrator
  Worker's Compensation Administrator
  COBRA Administration Coordinator
  OSHA Compliance Reporting
  Management of Company Vehicle Accident/Injury Claims
  Employee Vacation Tracking
  Coordination of Weekly Catered Lunch
  Assist Facilitating Congressmen Receptions
  
EDUCATION
	DuBois Business College-Oil City Campus 
		




	Oil City, PA
	

	
	

	Computer Applications/Management Associate In Specialized Business Degree

	
Q.P.A: Cumulative Average 3.84
Vice President of Student Counsel


SKILLS
	•  Microsoft Office 2010                                
	· Various Software Programs
	· Operate Various Office Machines


·  Windows 7 & Windows 10	         Word, Excel, Goggle Chrome, Microsoft Outlook


REFERENCES
		Name:  
	Connie  Beck

	Reference Type:
	Professional

	Job Title:
	Office Manager

	Years Known:  
	20

	Day Phone:
	(814) 226-4160 Ext 111

	  Night Phone:  
	(814) 849-4627

	Email:
	cbeck@kriebelgas.com


          

		Name:  
	Barbara  Flinspach

	Reference Type:
	Professional/Personal

	Job Title:
	Senior Cartographer

	Years Known:  
	23

	Day Phone:
	(814) 226-4160

	  Night Phone:  
	(814) 671-4501

	Email:
	bflinspach@kriebelgas.com


          

		Name:  
	Michael B Bonnett

	Reference Type:
	Professional

	Job Title:
	Registered Principal Financial Consultant

	Years Known:  
	2

	Day Phone:
	(814) 226-4522

	  Night Phone:  
	(724) 831-9421

	Email:
	[bookmark: _GoBack]michael.bonnett@lpl.com


          




