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Makayla Rodriguez
 
Reception/Customer Service, Silva Screen Printing
Minneapolis, MN 55403 
US 

Home: -
Mobile: - 952-288-3136
mdrod89@gmail.com

Resume Updated
6/23/2015

Makayla Rodriguez - Reception/Customer Service
 
MAKAYLA D. RODRIGUEZ
1536 LaSalle Ave. S #208  Minneapolis, MN 55403
952-288-3136 mdrod89@gmail.com
OBJECTIVE
 
Enthusiastic, professional and motivated receptionist seeking a position  that will utilize my exceptional  customer service and people skills, verbal and written communication skills and proven skills in Microsoft Office to increase the company’s client base and operational efficiencies.
PROFESSIONAL EXPERIENCE
 
Silva Screen Printing & Distribution – Minneapolis, MN                                                         2013 - Present
Reception/ Customer Service
Responsible for attracting potential clients by answering questions regarding products and services we offer. Resolve problems related to product or services by working with clients to determine problem; come up with best solutions for the problem; follow up to ensure client satisfaction. Effectively communicate the business needs and provide necessary follow up to ensure business goals are met.
 
· [bookmark: _GoBack]   General office responsibilities: data entry, word processing, filing, work space cleanliness.
·    Answer customer questions and direct call to appropriate parties.
·    Assist customers in placing orders in person and through email.
·    Inform clients of jobs completed and any issues related to job status.
·    Address and handle any discrepancies on purchase orders
·    Set up courier services
·    Price out jobs for new and returning clients
·    Answer and assist clients with order goods.
 
Freedom Pointe Senior Living- Minnetonka, MN                                                                       2011-2014
Resident Care Associate and Medicine Passer
Specialized in working in a dementia memory care setting caring for residents. Trained to work at the assisted level with multiple charges. Cared and assisted residents at different levels of need.Compassionate and technically skilled in attending to patients in diverse health care settings.
 
·    Take temperature, pulse, blood pressure and respiration.
·    Take patient samples: stool/ urine/ sputum.
·   Change, feed and bath patients; help the patients with other personal needs such as combing hair, trimming nails, brushing teeth, and helping patients to use the bathroom.
·    Turn and change the position of bed bound patients according to their turning schedules.
·    Keep linen and patient's room tidy.
·    Assist the patients with the range of motion as scheduled.
 
·    Note any abnormal changes in the patient's condition both physically and mentally and report to the head nurse.
·    Check blood glucose readings, inject insulin doses, give scheduled medicines, and supervise the floor.
 
 
Strom Aviation- Waconia, MN                                                                                                                  2010-2011
Compliance Administration
 
·    General office responsibilities: data entry, word processing, filing, work space cleanliness.
·    Answer customer questions and direct call to appropriate parties.
·    Handled employment verifications.
·    Handled new hire paperwork and drug testing.
 
EDUCATION
 
North Memorial Education Center
·      EMT-Basic
·      CPR/BLS Certification
 
Hennepin Technical College
·      Certification of Nursing Assistant
·      CPR/First Aid Certification
 
 
Additional Info
Career Information
Most recent employer
Silva Screen Printing
Relevant work experience
-
Highest Education
Some College Coursework Completed
Career Level
Experienced (Non-Manager)
Availability
Within 2 weeks
Location
US-MN-Minneapolis
Relocate
Will Not Relocate
Travel
Up to 25% travel
Willing to work weekends
-
Security clearance
No
Willing to work shifts
-
Target Job
Company size
-
Desired status
Full Time, Part Time
Job type
Employee
Salary
14 - 20 USD/hr
Locations
US MN Minneapolis 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
Reception/Customer Service
Industry
-
Occupation
General/Other: Customer Support/Client Care
Nursing
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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