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Career Summary
A challenging position as a marking specialist at a reputed business, which will allow me to further utilize my existing skills and enable me to acquire new abilities.

Experience
Project Manager Assistant, The Berg Group, Chaska, MN

September 2014-Present

· Electronically file and separate bid plans
· Create/Manage/Reconcile weekly housing invoices for over 50 field employees
· Process daily bid requests
· Create monthly newsletter, updates to website, design company flyers
· Report weekly labor hours on job spreadsheets
Administrative Assistant, Schad, Lindstrand & Schuth, Ltd, NYA, MN

October 2010-September 2014
· Processed payroll weekly for five companies
· Managed monthly and quarterly reporting for five investment representatives

· Processed tax returns and proofed tax documents for accuracy

· Created client mailings and managed marketing projects

· Planned client appreciation parties and quarterly seminars

· Monitored and updated communication plan

Marketing Assistant, Pheasant Run Construction, NYA, MN


January 2008 – Present
· Create mailings specific to remodel projects
· Plan and manage semi-annual remodel shows
· Coordinate employee events

· Assist with website development and continual updates

· Monitor credit card statements and update liability insurance forms
Realtor, Edina Realty, Chanhassen, MN

June 2002 – June 2008
· Gathered current information and created accurate spreadsheets

· Maintained customer relationships through constant interaction

· Negotiated offers in a manner suited specifically for each client

· Marketed the public through mailings, newspapers and face to face contact

Skills
Strong organization and analytical skills
Self-starter and self-motivator

Exceptional record maintenance skills
Excellent interpersonal skills, office etiquette and phone manners
Software: Excel/Word/PowerPoint/QuickBooks/Outlook/Accounting CS/Publisher
Education
Minnesota State University, Mankato, MN





Bachelor of Science in Business Administration / Marketing Emphasis (1998) 
