Jackie Elizabeth Schmidt
7016 Ivy Lane NE 
Ham Lake, MN 55304
Mobile (612) 990-8813 /E-Mail Schmidt.jackie89@gmail.com

Education
Andover Senior High School (September 2004-May 2007) 2215 Andover Boulevard NW Andover, Minnesota 55304 (763) 576-8400
Anoka Technical College (August 2008- December 2010) 135 W Highway 10 Anoka, Minnesota 55303 (763) 576-4700

Coursework

Keyboarding I
Keyboarding II
Composition I
Microsoft Word
Microsoft Access
Microsoft Excel
Microsoft PowerPoint
Introduction to Computers
Basic English
Business English
Desktop Publisher/Publishing
Interpersonal Communication


Employment Skills

Customer service
Letter drafting
Mail handling
Event coordination
Office procedures
Fax machines
Photocopiers
Videoconferencing
PABX systems
General office equipment
Spreadsheet
Word processing
Database management
Typing speed 60 WPM +
Word
Excel
PowerPoint 
Able to lift 60+ pounds
Able to stand for long periods of time
Strong organizational, planning, and time management skills.
Disciplined and punctual
Takes initiative
Exceeds expectations


Previous Employment

Pilgrim Dry Cleaners (June 6th, 2011-October 1st, 2012) 3217 85th Avenue North, Minneapolis, Minnesota (763) 425-7524- Assembly Line Worker- Assembled clothes with orders, sort invoices, inspected newly pressed shirts, bagged orders, boxed shirts, and answered the phone.

 J. Jill LLC (October 14th, 2012- May 29th, 2013) Elm Creek Boulevard, Maple Grove, Minnesota 55369 (763) 424-7255- Sales Associate/Inventory

MTM Cleaners and Tailors (June 5th, 2013-August 7th, 2013) 6 Bridge Square Anoka, Minnesota 55303- Presser, Assembly, & Counter Help/Key-holder

Angelique’s Bridal Salon (April 3, 2014- May 7th, 2014) 12341 Aberdeen Street NE Blaine, MN 55449 (763) 757-6310- Bridal Consultant 

Storchak Cleaners (September 23rd, 2013-August 29th, 2014) 1573 154th Ave NW Andover, MN 55304
(763) 434-6138- Front Desk Help

