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Customer Service Representative, Menards
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Home: 952-300-8618
Mobile: 952-797-2464
jonipeterson12@gmail.com
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Joan Peterson -
 
JOAN PETERSON
 
2319 Fairview Lane         (952) 797-2464
Mound, Minnesota 55364      jonipeterson@gmail.com
 
 
SUMMARY OF QUALIFICATIONS

· Over 8 years of office administration experience
· Experience with Word, Access, Outlook and PowerPoint
· Ability to notarize  important documents
· Completed supervisory management courses
· Strong self-starter that demonstrates initiative and flexibility
· Punctual and reliable employee
· Dependable and consistent work ethic

 
EDUCATION
 
Diploma in Business Administrative Assistant       Graduated 2014
Minnesota School of Business, Plymouth, MN                                                                                                         
 
EXPERIENCE
Head Cashier   2013-Current
Menards, Golden Valley, MN                                       
· Successfully resolve inquiries with customers and solve problems independently
· Manage customer service counter and assisted customers with returns and exchanges
· Effectively manage cash and credit sales with proficiency
· Completed 12 week supervisory management course to increase leadership abilities
 
Receptionist
RE/MAX Solutions, Spring Park Minnesota                                                                                           2004-2012
· Maintained office services by organizing office operations and procedures
· Controlled correspondence, managed filling systems, and ordered office supplies
· Sustained office equipment by contacting the proper vendors for servicing
· Organized and prioritize large volume of calls
· Handled a variety of tasks for other departments
· Utilized Word, Access, Outlook and PowerPoint for increased productivity
· Facilitated a positive customer experience by providing attentive service
· Created quality first impressions for guests
· Managed schedule and ensured proper coverage for department
 
VOLUNTEER EXPERIENCE 
 
Mound American Legion                 2005-2014
· Assisted with the scheduling of events
· Managed the setup of various weddings, funerals and other events
· Promoted American Legion events throughout the community
Additional Info
Career Information
Most recent employer
Menards
Relevant work experience
-
Highest Education
Some College Coursework Completed
Career Level
Student (Undergraduate/Graduate)
Availability
Within 2 weeks
Location
US-MN-Golden Valley
Relocate
Will Relocate
Travel
Up to 75% travel
Willing to work weekends
-
Security clearance
No
Willing to work shifts
-
Target Job
Company size
-
Desired status
Job type
Employee
Salary
13 - 16 USD/hr
Locations
US MN Minneapolis 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
Administrative Assistant
Industry
Business Services - Other
Occupation
Administrative Support
Reception/Switchboard
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency

	Test English
	Fluent
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