701 ½ 9th Ave South 
Saint Cloud, MN, 56303
 (320) 980-5912
Corneliat20@gmail.com
Cornelia S. Smith 
Summary of Skills: 
Demonstrated team leadership in a solid, positive and productive work environment
Accustomed to problem solving with clients providing a friendly and concerned demeanor, keeping company’s and customer’s needs  in mind   
General office skills include: excellent telephone etiquette, file maintenance, electronic file maintenance, composing emails and correspondence, data entry, used copiers, printers, scanners, 10 key and fax machines
Professional Experience:
Central MN Re-Entry Program Saint Furniture Coordinators           May 2015-Present
Saint Cloud MN			
Schedule appointments for delivery and pick-up of furniture 
[bookmark: _GoBack]Coordinated referrals for furniture program. 
Worked with confidential information.
Assisted Program Director as needed.

Best Western Hotel, Housekeeping					June 2014-August 2014
Saint Cloud MN		
Clean assigned rooms
Maintain and clean and safe environment for guest
Fill in as needed
Work in a team environment

FDC, Production worker 						October 2013-December 2013
Waite Park MN				
Packed orders for customers of Fingerhut.
Maintain safe and secure work site.
Work in team environment
Worked in a fast paced environment.
Education 
Apollo High School, Saint Cloud, MN
Diploma 2012



