Nichole McCluggage


9340 County Rd 320

Holmesville, OH 44633
To Human Resources:
I am writing in response to your recent job post. As you’ll see from the enclosed resume, I am proficient in a variety of job skills. One of the main reasons I was excited to learn of this position is that I would very much like to be part of your team. What my resume does not reveal is my professional demeanor and my ability to learn my job quickly. These qualities are of the utmost importance in helping me to be an asset to your company as well as working with my co-workers. In me, you’ll discover a reliable, detail-oriented, and extremely hard-working associate. One who will serve as a model to encourage other co-workers to demonstrate the same high standard of professionalism. If you will contact me at (330) 780-1094, we can schedule an interview.

Sincerely,
Nichole K. McCluggage

Nichole K. McCluggage
Address:
9340 County Rd 320

Holmesville, OH 44633

Cell: 330-780-1094

nmccluggage1314@gmail.com 
 
 
Objective
I’m looking for a career, where I’ll be able to utilize my people skills, and to be an asset to your company. 
Experience

Glass Doctor



Inside Sales Representative – 07/2013 – 03/2014
· Answer phones, greet customers, and answer any questions they have on auto windshields, and windows for homes or businesses. Schedule appointments, collect payments, and post to customer’s accounts.  Work with insurance agencies to make sure they cover customer’s vehicles getting fixed. Create accounts for businesses. Handle invoicing and accounts receivable. General office duties. Dispatch jobs to the technicians, and also letting them know any changes to their schedule. Check the next day’s work orders to make sure they’re all accounted for, and all the paperwork is present. In charge of inventory and ordering supplies for the technicians. Order windshields from our suppliers for jobs being done. Run end of day, and balance cash register. 
Cleveland Rd Animal Hospital




Receptionist/IT Manager- 09/2011 – 04/2012

· Answer phones, greet patients, and check them out. Schedule appointments, confirm next day appointments and also call the prior day’s patients to check on them. General office duties. Ran the cash register, and also did the end of day balancing.  Work on the computers if they needed to be fixed, updated, or the daily maintenance ran. Assist the Registered Veterinary Technicians, by handling the canines and felines, trimming toe nails, and getting vaccines ready for the Doctor. Assist with taking care of the animals by feeding, cleaning cages, walking, and cleaning litter boxes. I can also medicate both canine and felines. Get Idexx fecal samples ready to be sent out. 

Chaffee Chiropractic Center



Chiropractic Assistant – 09/2010 – 09/2011
· Answer phones, greet patients, and check them out. Schedule appointments and confirm next day appointments. Collect payments and post them onto customer’s accounts. Order supplements and put them away when they arrive. Get insurance information from customer, so it can be attached to the customer’s account. Open and close the office. Run end of day responsibilities. Balance the cash drawer. Assist the Doctors and help in the Therapy room. 
Education                            The University of Findlay                          Findlay, OH



            August 1998 – May 2003        
        B.S. Equine Studies  
        Minor in Communications

     Chaffee Chiropractic Clinic


Wooster, OH
      Chiropractic Assistant Certified – 2010   
Certifications and Job Skills


·     Worked prior as an Aquatics Coordinator at the North Pinellas YMCA in Palm Harbor, Florida, from 2005 – 2006.  There I was in charge of a staff of 35 Lifeguards, swim instructors, and water aerobics instructors. Maintained the hours and payroll for staff. Made the schedule for my staff, held in-service trainings once a month to keep updated on our skills as lifeguards. Interview and hire potential staff for my area. In the past, I held certifications as a lifeguard, lifeguard instructor, CPR, First Aid, Swim Instructor, and O2 Administration. Currently, I’m still certified as a Supervisor, and also have certification/experience in Group Work, Asset Based Coaching – Level 1 & 2. 
· 
Worked with the Bill Moroney, President for the United States Hunter Jumper Association and Mindy Darst, Owner of Lochmoor Stables, in 2003. It was my job to gather all information of every horse association, Pony Club, 4-H Club, Intercollegiate Colleges, and any other horse association across the United States. Typed it all out and created a binder and presented it to the President. It was then used for their web site (www.ushja.org). All Equine Organizations, and any horse person, could look up the information that I gathered across the United States to help them find horse trainers and horse clubs in their area, their contact information, and other useful information.  During this time, and until 2005, I was also employed by Lochmoor Stables, as a Trainer/Instructor/Office Manager. As an Office Manager, I was in charge of making sure to return phone calls, give messages to the other instructors, marketing and advertising of our barn. Kept the website up to date. Sent out mailings for our horse shows at the barn, and for our summer camp. In charge of running summer camp. Also would ride 4-10 horses a day. Help clean stalls when needed, and feed horses. Taught lessons to beginners thru advanced riders, trained horses to perform better, and kept the barn clean and safe for all clients and horses. Worked closely with the client, farrier, and veterinarian, to maintain close communications between all parties and their horses. Helped with the selling/buying of horses for our clients. Kept contracts up to date with clients, and applied payments to client’s account. 
·      Computer experience with the Internet, Outlook, Word, Excel, Access, and Power Point. Also experienced with scanners, faxes, multi-line phones, and email.
· 
Worked prior as a factory worker at Sumco Corporation from 2004 – 2005 as a Crystal Grower in Maineville, Ohio. Worked on the machines which we grew our crystals from. Would keep the work station clean, clean the machines (wearing full PPE gear), and set up to run again.  We were the beginning operations of our plant. The finished product would be a small microchip used in refrigerators, cars, and so forth. I also worked closely with maintenance to learn more about, and help fix our machines we ran if they broke. 
References
1.) Debbie Dalessandro (Chaffee Chiropractic)  – 419-368-9313
2.) Jackie Watt (Chaffee Chiropractic) – 330-715-2018
3.) Elise Rogue (Cleveland Rd Animal Hospital) – 330-601-3173
