	Emma L. Regnier

	           1445 Northway Drive Apt. 201 Saint Cloud, MN 56303 ( (320)200-8000 ( eregnier99@gmail.com


	Objective
	Administrative Assistant/Clerical

	Education
	Saint Cloud Technical Community College, Saint Cloud, MN

Administrative Support AAS Degree                                            2012-Present

	Experience
	Production II

Tops Cleaners









Currently Employed
· Receive and mark articles for laundry or dry cleaning with identifying code numbers or names, using hand or machine markers.
· Sort articles removed from dryers, and fold them.

· Examine and sort into lots articles to be cleaned, according to color, fabric, dirt content, and cleaning technique required.

· Inspect soiled articles to determine sources of stains, to locate color imperfections, and to identify items requiring special treatment.

· Press cuffs and collars of mens’ dress shirts.

· Hang articles after dried and place with correct order.

· Bag completed orders and sort according to store number.
· Check and sort invoices for each order.

· Load completed orders into lockers at end of shift.

Cashier

Dollar Tree, Sauk Rapids, MN








2014

· Received payment by cash, check, credit cards, vouchers, automatic debits.

· Assisted customers by providing information and resolving their complaints.

· Established or identify prices of goods and tabulate bills using cash registers or optical price scanners.

· Greeted customers entering establishments.

· Answered customers' questions, and provide information on procedures or policies.

· Sold items to customers.

· Maintained clean and orderly checkout areas.

· Stocked and recovered shelves.

· Made daily announcements every fifteen minutes during shift.
Housekeeper

The Hampton Inn & Suites, St. Cloud, MN                                   2013
· Carry linens, towels, toilet items, and cleaning supplies, using wheeled carts.

· Clean rooms, hallways, lobbies, lounges, restrooms, corridors, elevators, stairways, locker rooms, and other work areas so that health standards are met.

· Empty wastebaskets, and transport other trash and waste to disposal areas.

· Observe precautions required to protect hotel and guest property and report damage, theft, and found articles to supervisors.

· Replenish supplies, such as drinking glasses, linens, writing supplies, and bathroom items.

· Clean carpets using vacuum cleaners.

· Dust furniture and equipment.

· Keep storage areas and carts well-stocked, clean, and tidy.

· Wash windows.

	Additional Skills
	Microsoft Word & Excel, Internet Explorer, Typing Speed: 75wpm 


