MICHELLE LEE DRONG
610 4th Street Southeast; Little Falls, Minnesota 56345 | Phone: 320-345-1200 |Email: chelldrong@gmail.com

SUMMARY
	Motivated and self-starting former business owner looking for new opportunities for growth in the industry. Executive business office experience with extensive knowledge of business operation. Outgoing and inviting personality, with exceptional written and verbal skills. Highly organized, detail orientated; adaptable and skilled in the following: 
	• Microsoft Word	• Microsoft Excel	• Quickbooks
	• Multi-line phone systems	• Customer Service	• Collections
	• AR/AP	• Information Technology	• Business Office Management
	• Scheduling	• Resource Management	• Negotiating

EXPERIENCE

Kitchen Manager, Zylka's Red Bull Bar and Grill					       April 2014 – Present 
Licensed Kitchen Manager, responsible for inventory, ordering, budget and daily menu planning.
Mentor, oversight, training, and scheduling of all kitchen staff and bar manager when needed. 
Maintain high food safety standards and continuous attention to detail in food safety, preparation and presentation. 

Asst. Kitchen Manager, American Legion Post 46				            January 2013 – May 2014
Responsibilities include menu planning and preparation of large group buffet style meals.
Attention to top notch food safety and impeccable sanitation standards required at all times. 
Oversight and training of volunteer kitchen staff.

General Business Manager-- Think Pray Gift				     	     September 2013 – April 2014
Responsible for Customer relations, sales, accounts receivable, website maintenance, as well as SEO. 
Duties included daily shipping and receiving, warehouse oversight, product innovation and fine art handiwork. 

Business Management-- Diamond Tooling Solutions		                          February 2013 – September 2014
Business Office Manager for a small diamond tooling distributor.
Responsibilities included AR, AP, ordering, data entry, and customer relations.
Travel scheduling, inventory control and itemization, international and domestic shipping. 

Kitchen Manager, Zylka's Red Bull Bar and Grill				            May 2011 – January 2013 
Licensed Kitchen Manager, responsible for inventory, ordering, budget and daily menu planning.
Mentor, oversight, training, and scheduling of all kitchen staff and bar manager when needed. 
Maintain high food safety standards and continuous attention to detail in food safety, preparation and presentation. 


Independent Business Consulting 					               January 2011 – December 2012
Consulted with business owners regarding business plans and innovation, including market research, planning, building acquisition and renovation. 
Opened newly created sandwich and coffee shop, requiring oversight of commercial installation of kitchen equipment, menu development, stock and inventory. Profit and loss oversight and responsibility.  Staff hiring, training and scheduling. 
[bookmark: _GoBack]Opened, organized and inventoried and conducted business management for a  small retail outlet in the health and wellness industry.

Owner/ Operator-- Drong's Furniture Outfitters			         September 2005 – December 2010
Responsible for sales, marketing, inventory acquisition and itemization, ordering, and on-site delivery.
Executive level business office management, president of LLC.
Oversaw business relocation and organized all involved logistics. 
Maintained continued education and training in sales and marketing; as well as product knowledge. 

ADDITIONAL NOTEWORTHY ACTIVITIES
	• PTA president- 10 years		• PTA board member 15+years	
	• Fundraising Committee 		• District 482 Calendar Committee  
	• Active member of local community theater- 20+yrs	• Member of St. Francis Choir
• Community volunteer		• Volunteer coordinator

