Kristin Tole
1601 Colorado Blvd. Denver, CO. 80220
 tole.kristin@gmail.com      
 (269)535-0757
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Jergens Piping Corporation           Mendon, MI                 (July 2012- July 2013)
Receptionist/ Office Assistant

· Responsible for billing invoices, balancing credit card statements, ordering office supplies, filing, answering phones, maintaining Excel spreadsheets
· Familiar with Accounts Payable and Accounts Receivable

· Familiar with multiple filing system as well as Foundation Software for accounting and payroll
Toy Barn                                           Portage, MI                  (February 2012- October 2012)     

Shift Manager/ Store Clerk

· Balanced the cash drawer, went to the bank for change when needed, know the importance of product knowledge in order to sell product to our customers
· Designed store displays, cashier, shopping assistant
· Responsible for opening and closing store alone
Allstate Insurance Agency              Three Rivers, MI            (October 2008- June 2009)

Telemarketer

· Made cold calls to area residents in regards to their current insurance policies
· Successfully maintained information from  local residents in order to put together a quote for a new insurance policy based on their needs
Lowry’s Books and More             Three Rivers, MI           (August 2008- October 2008)
Store Clerk
· Provided customer service by ringing up sales, helping customers shop and answering questions in a polite and helpful manner

· Shelved and alphabetized books as well as maintained store cleanliness

Bair Lake Bible Camp                          Jones, MI               (2005-2009)
I volunteered in the kitchen washing dishes and prepping meals. I also helped clean all buildings on camp such as inn rooms, cabins, bath house and all other community buildings.

-Entering Payroll

-Filing

-Answering Phones/Cold Calling

-Accounts Payable and Receivable

-Cleaning

-Organization

-Microsoft Word, Excel, and Outlook

-Cash Handling
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