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Objective: To become a strong team member with Recovery Is Happening, using
my previous life experiences to help others find hope and see that
recovery is possible.

.Experience:

All American Co-op Stewartville, MN

Customer Service Representative 10/2013 — 12/2015

* Maintain and record sales purchasing and prepare daily production
reports

Familiarity with customers and products offered

Enter numeric data from source documents into computer
Talk with customers at sales counter and by phone

Enter feed orders and prepare invoices

Follow FDA regulations for feed rations and feed labeling
Weigh feed trucks for preparation for feed delivery

Preparing Invoices

Weigh grain trucks and test grain for quality

Basic knowledge of scale operation, activities, and scale computer
program

* Knowledge of Ag Vantage, Microsoft excel and Microsoft Word
s Ability to work independently, and also within a team

e Comply with company rules and regulations

Denny’s Restaurant Rochester, MN
Food Server/Line Cook 05/2013 - 11/2013

* Totaled checks, presented them to customers, and accepted
payment for services.

» Stored foods in designated areas, utilizing knowledge of
temperature requirements and food spoilage

* Read food order slips and received verbal instructions as to food
required by patron, and prepared and cooked food according to
instructions’ '

* Examined food samples and food service records and other data to
determine sales appeal and cost of preparing and serving meals
and beverages

- » QOperated cash registers to accept payments for food and
beverages



Emerson Network Power Owatonna, MN

Administrative Assistant 02/2009 to 02/2010

* Researched, compiled, and prepared reports, manuals,
correspondence required by management

* Communicated with overseas coworkers through email and via
telephone daily with the obstacle of a profound language barrier

* Provided, employees with guidance in handling difficult and
complex problems, and in resolving escalated complalnts and
disputes

* Accounts payable and accounts receivable

* Computed figures such as balances, totals, and commissions.

* Analyzed financial activities of establishments and departments,
and provided input into budget planning and preparation processes

* Coordinated activities with other supervisory personnel, and with
other work units and departments

Mayo Clinic Rochester, MN

Laboratory Assistant 03/2006 to 11/2007

* Set up and maintained medical files and databases, including
records such as x-ray, lab, and procedure reports, medical
histories, diagnostic workups, admission and discharge summaries,
and clinical resumes

* Orientated, instructed and directed work activities of assistants,
aides and students

* Recorded results of tests, compared results with company
standards and reported variations from standards to lab supervisor

* Preparation of Blood, Bone Marrow, and Tissue samples to be
analyzed for several unusual types of cancer

+ Labeled samples to assure the correct analysis was performed for
the correct client

* Exercised safety procedures and OSHA regulations to maintain a
safe work environment

TruGreen Lawn Care ~ .Rochester, MN

Administrative Assistant 02/2005 to 12/2005

* Prepared, examined, and analyzed accounting records, financial
statements, and other financial reports to assess accuracy,
completeness, and conformance to reporting and procedural
standards

* Prepared forms and manuals for accounting and bookkeeping
personnel, and directed their work activities

* Analyzed business operations, trends, costs, revenues, & financial
commitments



