Colleen E. McGinty
7708 Linn Johnson Rd, Fairfax IA 52228
(319)899-3408; colleenmurphy61@yahoo.com
SUMMARY OF QUALIFICATIONS

Self-motivated office support professional with diverse administrative skills. Personable, organized, detail oriented, hard-working, dependable. Ability to multitask in highly stressful work environments. Skills in record-keeping, communications, time management, customer service, data entry, financial transactions, clerical, ability to work independently, team player, problem-solving, decision-making. 
EDUCATION


Kirkwood College

               Certification (2010)

Business/Office Computing


EXPERIENCE – OFFICE ADMINISTRATIVE SUPPORT (1994-2009)
· Proficiency in Microsoft Word, Outlook, Keyboarding, Windows XP, Internet, SMART, VANTAGE
· Knowledge of office electronics, computers, equipment, office supplies
· Data entry, correspondence (phone, emails, mailings), setting appointments, file maintenance, reports
· Customer service, quote preparation, order processing, scheduling, shipping, follow-up, supplier relations
· Account balancing, financial transactions (cash, deposits, payments, inter-corporate transfers, bills of lading)
· Processed up to 60 POs weekly with multiple departments; document routing to sales, service, accounting
· Supervised 12 employees in absence of direct report management; verified time cards for 10-15 employees
OTHER EXPERIENCE
· Purchase order processing, supplier evaluation, cost negotiation, billing clerk, managing cash inventory
· Knowledge of shipping/receiving, MRO, ISO certification, product packaging, bar coding
EMPLOYMENT HISTORY   (1994-2014)                                                                                
     2011-2013                               Norodom’s                                       Cedar Rapids, IA

     2007-2009

        Midwest Metal


Cedar Rapids, IA
     2006-2006

        Barton Digital


Hiawatha, IA

     2004-2005

        Rapids Wholesale


Marion, IA

     2004-2004

        Midland Forge


Cedar Rapids, IA

     1994-1999

        Pickwick Manufacturing

Cedar Rapids, IA

REFERENCES

Available upon request

