113 Oak Street South, Chaska, Minnesota 55318•651-302-1933•Ants2by2@yahoo.com
Rhonda Knight

Skills
Graduate Rasmussen College, Experienced Dispatcher Customer Service Rep/Inside Sales, Microsoft Office: Excel, Word, and Outlook; E-Automate, Maxwell, Ariba, Siteline, Verisae and Lotus Notes; Typing 70 wpm, 10 Keypad sight/touch
Experience


January 2013 –Present

Customer Service/Inside Sales



Genpak



Lakeville, MN
•Write specs for new products
•Send art requests for the graphics department and order plates
•Determine pricing for orders based on pricing grids
•Manage inventory accounts for assigned customers
•Maintain spreadsheets showing product not yet produced for the printing and slitting departments

•Work directly with sales reps on any issues involving customer receipt of product ie. defective film, credits and return

•Work directly with customers regarding lead times, cancelled orders, short shipments, and tracking of shipments 

•Assist customers with forecasting the availability of printed film
December 2010-November 2012


South-Town Refrigeration


Brooklyn Park, MN
Dispatcher
• Open service calls and dispatch to technicians over the metropolitan area and surrounding communities
• Determine and prioritize severity of service calls and dispatch based on system failures-racks being a priority
• Track technician locations and qualifications for the shortest distance to each job site with the most adept technician
• Maintain contact with the technicians to answer questions and schedule the shop to deliver parts, Freon, scissors, etc
• Maintain a spreadsheet based on Freon usage for various customers
• Enter Freon usage on customer websites according to government guidelines
• Schedule service dates with customers and inform them of any cases which will require the product to be moved 
• Maintain and renew city permits providing necessary renewal information including insurance and licenses held
• Responsible for invoicing multiple high profile service accounts
• Run Preventive Maintenance reports monthly, schedule them with the customers, and assign a technician
• Van maintenance tracking including oil changes, tires new/rotation, mileage, and parts
April 2004-December 2010

               
Identisys


                Eden Prairie, MN
Contract Administrator

• Prepare quotes for service/technical support including labor, travel and parts for printers, cameras and software
• Prepare quotes for installation and training of printers, cameras, and software
• Create various spreadsheets showing proposals, open contracts, and cancellations by region for management
• Renew contracts and invoice billable contract customers
• Make follow-up phone calls to customers who did not respond to contract proposals
• Set up warranty contracts
• Maintain equipment and customer database
April 2004–December 2010



Identisys



Eden Prairie, MN
Dispatcher
• Open service calls and dispatch to technicians over a seven state area
• Dispatch and schedule service calls based on location, priority and type of equipment
• Create purchase orders for parts to be brought into corporate and parts to be drop shipped direct from the manufacturer
• Track parts ordered and provide out of state technicians with tracking numbers
• Receive service purchase orders and maintain warehouse distribution
• Order warranty parts and request RMAs (Returnable Materials Authorization)
• Run Preventive Maintenance Reports monthly and assign to each technician based on territories
Rhonda Knight
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         651-302-1933

• Invoice billable service calls
•Work closely with customers involving any discrepancies in service charges, parts, or travel time
• Create Excel spreadsheets for Regional Leads based on open calls and contracts
• Work closely with Reseller Sales Representatives to determine best pricing from vendors
• Process orders for Sales
• Create purchase orders for supplies/parts for the Reseller Sales Department and maintain stock levels
• Drop ship Reseller Sales Department orders directly to customers
• Quote customers in absence of Reseller Sales Representatives
• Assist in inventory counts and data entry.
Feb 2001-April 2004


Blue Cross and Blue Shield 




Eagan, MN

Senior Data Entry Operator
• Examine computer imaged health claims for error in submission
•Review data and submission rules to determine change, acceptance or rejection of claims.  Inventory problem claims
•Operated Tartan XP80 microfilmer
Education

Century College

White Bear Lake, MN

Rasmussen College
St. Paul, MN
Degrees, Certificates & Awards

Graduate-Administrative Assistant, Rasmussen College; Insurance Basics: Life, Health & Accident Insurance; Microsoft Word-Basics & Intermediate; Excel-Basics & Intermediate; 2007 and 2009 recipient of the Identisys WOW Award for outstanding customer service; Extensive training in document sensitivity and privacy acts.
