SHERYL GAIDA
1409 McKnight Circle     Victoria Minnesota 55386     952-443-2465     sgaida@embarqmail.com

				ADMINISTRATIVE PROFESSIONAL

					     PROFILE
Detailed-oriented, accurate and innovative.   Well organized and proficient in multitasking.  Excellent customer service aptitude.  Outstanding interpersonal and communication skills.  Computer skills include Microsoft Word, Excel, OneNote, and Outlook.

					     CORE SKILLS
[bookmark: _GoBack]Administrative Support		              Correspondence		 Customer Service
Appointment Scheduling	 	Receptionist		 	 Record Keeping
Event Coordination			Research & analysis		 Procedure Development


					EMPLOYMENT HISTORY
Hennepin County Library						April 2012-present
Office Specialist 1-Human Resources				
Process and prepare correspondences and documents for Human Resources and Volunteer Services.
Respond to customer in-person and phone inquiries.  Provide library information.
Orchestrate administrative functions, including scheduling, filing and office supplies.
Maintain information confidentiality.
Proficient in Managing diverse special projects and assignments.

Public Service Assistant-Libraries					May 2008-March 2012
	Respond to customer in-person and phone inquiries.
Process new customer accounts.  Maintain and Update existing customer records.
	Conduct research requests for information and genre.
	Balanced cash registers, copiers and processed bank deposits.

Carver County Library	
Library Assistant-Waconia						June 2004-June 2007	
	Respond to customer in-person and phone inquiries.
Process new customer accounts.  Maintain and update existing customer records.
	Conduct research requests for information and genre.
	Balanced cash registers, copiers and processed bank deposits.


					EDUCATION
Bachelor Science-Accounting, Southwest State University, Marshall Mn

Minnesota Library Certification, Continuing Education, Diversity and Data Privacy training
