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Office Administration Aligned To
Assist Customers and Expedite Work

SHANNON ANDERSON AUNDRA DRAKE NANCY MCNETT

is our Office Manager keeps up with all the Nancy does most of
and Shannon makes price changes at our the accounting for our
sure that all our acctg. stores and prepares Stevens Oil Company.
reports, invoicing and settlements for fuel She works on Chevron
collections get done which is a very time accounting and
correctly and on time. consuming and manages our office
Shannon is always very important job. supplies.

good at helping our Aundra also works }pﬁfé‘éafé”’dﬁr Dea!?fi g"v{ﬁ'”g US\
et on various prompt mpt information 80 we can achieve 0ury
accounting questions. accounting reports.
SR AT e 1 e b clive D0 T RIGHT ﬂiEﬂRST
responsible for handling ALEXANDER | |
accounts receivables. Manages accounts
Claudia keeps us all payable for our
up-to-date on the daily Campbell Oil and
price changes by our handles tax reports,
suppliers and does a lot payroll and various
work in maintaining files sales reports.
which is important. MARY GREEN is our

Receptionist. She

also has the vital

job of verifying Bills

of Laden and

invoicing our Dealers

for purchases.
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