		Name: 
	[bookmark: _GoBack]Adrianna Landry

	Phone: 
	Not specified 

	Email: 
	adrianna.landry@yahoo.com 

	Location: 
	US-MN-Eden Prairie-55344 

	Work Status: 
	Not Specified 

	
	

	
	

	Last Modified: 
	12/9/2014 

	Last Activity: 
	5/1/2015 



	



Experience
	Total years experience: 
	2 Years, 9 Months 

	Job Categories: 
	Admin - Clerical  (No experience)
Facilities  (No experience)
  (No experience)


	
	



Work History
	Company Name: 
	Money Mailer 
	(0 Years) July 2014 - Present 

	Job Title: 
	Office Assistant 

	

	Company Name: 
	Best Buy Corporate 
	(1 Years) November 2013 - May 2014 

	Job Title: 
	Customer Relations Agent 

	

	Company Name: 
	Robert Half International/Lilu Interiors 
	(1 Years) November 2012 - January 2013 

	Job Title: 
	Executive Assistant/Temporary 

	

	Company Name: 
	Loyear Restoration Services, Inc 
	(2 Years) March 2011 - January 2013 

	Job Title: 
	Executive Administrative Assistant 

	

	Company Name: 
	Marriott Hotels 
	(0 Years) April 2012 - October 2012 

	Job Title: 
	Guest Service Representative 



Education
	School: 
	Metropolitan State University Saint Paul 
	Graduation Date: 
	

	Major: 
	Urban Teaching English 
	
	
	

	Degree: 
	None 
	
	
	



	


Additional Skills And Qualifications
	Recent Job Title: 
	Office Assistant 
	Recent Wage: 
	10.00 USD per hour 

	Languages Spoken: 
	
	Managed Others: 
	

	Security Clearance: 
	No 
	Military Experience: 
	

	
	
	
	

	
	
	
	

	
	
	
	



Desired Position
	Desired Wages: 
	
	Desired Employment Type: 
	

	Desired Travel: 
	
	Desired commute: 
	

	Desired Relocation: 
	
	



Resume

Adrianna Landry
(612) 310-7959
Adrianna.Landry@yahoo.com
Career minded individual with over 10 years of superior customer service experience; seeking permanent employment that can inspire growth.
Education:
Metropolitan State University Saint Paul, Minnesota
Major: Urban Teaching English
Minor: Communications/Broadcast Journalism
Skills:
• Proficient in Microsoft Office Suite Programs
• 60 WPM
• Exceptional written and verbal communication skills
• Efficient in Contact Management Programs
• Windows 7/Mac OS
Employment:
Money Mailer Plymouth, MN
July 2014-Present
Office Assistant
• Organizing office and customer art work
• Preparing mailings and art requests as well as materials needed for meetings
• Answering phones and questions regarding billing & art
• Reaching out to potential clients to set up meetings
Best Buy Corporate Bloomington, MN
November 2013-May 2014
Customer Relations Agent
• Resolving customer concerns and complaints through direct phone contact and written correspondence
• Repairing store and customer relationships
• Preparing and delivering exceptional solutions in a courteous and timely manner
Robert Half International/Lilu Interiors Minneapolis, MN
November 2012-January 2013
Executive Assistant/Temporary
• Providing office organization 
• Creating documents, invoices, and presentation boards
• Setting up meetings and appointments
• Answering phones and relaying messages
Marriott Hotels St Louis Park, MN/Eagan, MN
April 2012-October 2012
Guest Service Representative
• Strongly aiding in Guest Service satisfaction scores by personally going above and beyond to meet the needs of each individual guest
• Handling accounts and reservations
• Acting as first point of contact for guest complaints and concerns
• Organizing and providing information on activities and transportation
• Assisting with all phone calls and inquiries
• Calculating and fulfilling advance purchases
Loyear Restoration Services, Inc Minneapolis, MN
March 2011-January 2013
Executive Administrative Assistant 
• Overall office management and coordination
• Manage customer inquiries ad assist with client projects and data management
• Directly provide assistance to the Vice President and President of the company
• Support marketing and sales department
• Communicate and coordinate daily operations to 10 plus Technicians
• Organize sales and marketing efforts that include trade shows, company social networking events and fundraisers
• Tracking and handling billing and invoicing
References:
John Loyear:
President of Loyear Restoration
Years Known: 3 
(612) 387-5933
Kaitlin Snoddy:
Administrator 
Years Known: 17
(612) 250-4794
Alexis Brown: 
Nursing Student/Medical Receptionist
Years Known: 16
(612) 308-6456
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