		[bookmark: _GoBack]Name:
	Amy Pearson

	Phone:
	Not specified

	Email:
	amy.pearson@frontier.com

	Location:
	US-MN-Mound-55364

	Work Status:
	Not Specified

	
	

	
	

	Last Modified:
	11/18/2014

	Last Activity:
	5/17/2015



	



Experience
	Total years experience:
	4 Years, 9 Months

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


	
	



Work History
	Company Name:
	Morrie's Minnetonka Ford Lincoln
	(0 Years) June 2014 - Present

	Job Title:
	Office Assistant

	

	Company Name:
	Morrie's Minnetonka Ford Lincoln
	(1 Years) October 2013 - June 2014

	Job Title:
	Receptionist

	

	Company Name:
	Morrie's Minnetonka Ford Lincoln
	(0 Years) February 2013 - October 2013

	Job Title:
	Sales Consultant

	

	Company Name:
	Chiropracticusa
	(0 Years) March 2012 - November 2012

	Job Title:
	Chiropractic Assistant

	

	Company Name:
	Gander Mountain
	(1 Years) November 2010 - February 2011

	Job Title:
	Customer Service Supervisor

	

	Company Name:
	Ridgewater College
	(1 Years) January 2007 - December 2008

	Job Title:
	Certifications X-Ray Operator, Bartender



Education
	School:
	Education Orono High School
	Graduation Date:
	January 2007

	Major:
	Not Applicable
	
	
	

	Degree:
	High School
	
	
	



	


Additional Skills And Qualifications
	Recent Job Title:
	Office Assistant
	Recent Wage:
	

	Languages Spoken:
	
	Managed Others:
	

	Security Clearance:
	No
	Military Experience:
	

	
	
	
	

	
	
	
	

	
	
	
	



Desired Position
	Desired Wages:
	
	Desired Employment Type:
	

	Desired Travel:
	
	Desired commute:
	

	Desired Relocation:
	
	



Resume

Amy Pearson 
1719 Resthaven Ln 
(C) (612)-616-0920 
Mound, MN 55364 
amy.pearson@frontier.com 

Relevant Experience: 
Morrie’s Minnetonka Ford Lincoln: 
Office Assistant: Morrie’s Minnetonka Ford Lincoln, Minnetonka, MN 
(6/14-Present) 
••Input accounting data in to Reynolds and Reynolds or Excel 
spreadsheets 
••Make documents using Excel, Word, and Outlook 
••Do various projects for Manager 
••Fill in for Receptionist; answering phones, greeting and 
assisting customers 
••Organize service and parts invoices 
••Cutting checks using Reynolds and Reynolds 

Receptionist: Morrie’s Minnetonka Ford Lincoln, 
Minnetonka, MN (10/13-06/14) 
••Answer phones 
••Greet and assist customers 
••Stock in, purchase, and log vehicles using Reynolds and 
Reynolds 
• Doing payroll for hourly and biweekly staff by using 
Reynolds and Reynolds 
••Make documents using Excel, Word, and Outlook 

Sales Consultant: Morrie’s Minnetonka Ford Lincoln, 
Minnetonka, MN (02/13-10/13) 
••Assisting customers on finding a vehicle 
••Setup test drives 
••Properly filling out Finance forms 

Chiropractic Assistant: ChiropracticUSA, Long Lake, MN 
(3/12-11/12) 
••Created Excel charts weekly to monitor revenue and customer 
visits 
••Greeted patients answered phone calls and responded to email 
requests 
••Maintained x-rays and patient files 
••Performed exams daily 

Customer Service Supervisor: Gander Mountain, Maple Grove, MN 
(11/10-2/11) 
••Supervised a staff of six customer service associates 
••Motivated employees to meet monthly goals 
••Addressed customer issues and complaints daily 
••Conducted opening and closing operations, including reconciling 
cash flows 

Education Orono High School 2003 - 2007 
Long Lake, MN 

Ridgewater College 2007 - 2008 
Willmar, MN 
General Studies 

Computer Skills Microsoft Word, Excel, Power Point, Publisher, Outlook, 
Adobe Premiere Elements 

Certifications X-ray Operator, Bartender
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