
	5255 Winnebago Ave  Marion, IA  52302
	319-310-6757 kalavine@gmail.com


KATHLEEN LAVINE
	Objective
	Energetic, reliable, self motivated, quality & goal oriented individual experienced in excel, word & outlook seeking full time employment.

	Experience
	2006-2009
YellowBook 
Cedar Rapids, IA

Leads Processing Coordinator

· Manipulate files from various media types to load into the database. 
· Research listings on the internet, validate and correct for publication.

· Perform quality spot checks on work completed by the Specialists.
· Document data into Excel spreadsheets for Managerial reports.
· Train and support Specialists when needed.
· Work closely with the Associate Manager to perform special work requests accurately and expeditiously to meet deadlines.

	
	2003-2005, 2000-2001
Dollar General            Cedar Rapids - Marion, IA
Assistant Manager                       Clerk/Cashier – Key holder
· Maintain accurate records for Cashiers, Cash Audit, Sales & Receiving.

· Assist in Receiving, Merchandising, Sales & Returns.

· Assist in managing sales team
· Inventory Counts and Transactions

· Customer Service

	
	2002-2003
Young’s Food
Yarmouth, IA
Sales Representative
· Acquired new Accounts.

· Maintained & Serviced Accounts (ordered & delivered product)
· Food Demo’s.

	
	1988-1993
Dahlberg, Inc
Turtle Lake, WI
ITE Repair Technician
· Follow written & verbal instructions
· Troubleshoot Hearing Aids.

· Read Blueprints, Wire Circuit Boards.

	Education
	· 2013            National Career Readiness Certificate

· 2008            Excel Basics Certificate               
· 1995-1996    Wisconsin Indianhead Technical College, 
Superior, WI
Major; Marketing
· 1986-1988   Chippewa Valley Technical College,              EauClaire, WI
Major ; Administrative Assistant / Information Processing


