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Anastasia Joel
 
Financial Aid Receptionist, Normandale Community College
Bloomington, MN 55425 
US 

Home: -
Mobile: 507-380-9143
anne.joel08@gmail.com

Resume Updated
6/5/2015

[bookmark: _GoBack]Resume - Administrative Assistant

 
	Anastasia M. Joel

	9101 Old Cedar Ave S. #112, Bloomington, MN 55425

	(507) 380-9143

	anne.joel08@gmail.com
 

	Summary
	Demonstrated achiever with exceptional knowledge of customer service and sales.
Skilled at learning new concepts quickly, working well under pressure, and communicating ideas clearly and effectively.
Extensive computer training, including knowledge of multiple different programs.
Enthusiastic and experienced in team projects and promotions.
Highly focused and results-oriented in supporting complex, deadline-driven operations; able to identify goals and priorities and resolve issues in initial stages.
Adept at developing and maintaining detailed administrative and procedural processes that reduce redundancy, improve accuracy and efficiency, and achieve organizational objectives.
 

	Education
	 
	 

	 
	Normandale Community College
       Business Associate in Science
      Associate in Arts w/ Emphasis in Spanish
 
	2015

	Career History & Job-related Skills

	 
 
 
	Financial Aid and Scholarship Receptionist, Normandale Community College.
Provides complete and individual assistance to students throughout the financial aid and scholarship processes.
Answers questions and provides friendly, effective customer service to current andprospective students both in person and over-the-phone.
Records and protects students’ personal and financial information.
Knowledge of Federal Education Privacy Act (FERPA) and the need to record and protect student financial information.
Detailed knowledge of State and Federal rules and regulations that govern the processing and distribution of student financial aid.
Accurately audits student files for completeness in anticipation of State and Federal audits

	Sept. 2013-Current

	 
	Fragrance and Cosmetics Sales Associate, Macy’s, Inc.
Demonstrates ability to multi-task and work successfully as a member of a team.
Driving sales through establishing a clientele of repeat customers, data entry and good written communication and interpersonal skills.
Stock shelves; keep track of store inventory, and achieving assigned monetary line goals.
Ambassador to our client's fragrance/cosmetics/skincare brand.
Effectively promote and sell products to customers.
Recording and protecting personal identifying customer information.
Executive Barista, Caribou Coffee, Inc.
Promotes beverage and product sales while working under pressure and maintaining highly positive and friendly image.
Performs cleaning and operational tasks as assigned on Duty Rosters; including merchandising, stocking, rotating and storing products.
Responsible for following all cash handling and cash register functions to standards, policy and procedures; Closing and/or opening shift responsibilities.
	Nov. 2011- May 2014
 
 
 
 
 
 
 
Feb. 2010-Dec. 2013

	
	
	
	


 
Additional Info
Career Information
Most recent employer
Normandale Community College
Relevant work experience
2+ to 5 Years
Highest Education
Associate Degree
Career Level
Entry Level
Availability
-
Location
US-MN-Bloomington
Relocate
Will 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
Job type
Employee
Salary
13 - 25 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
Banking
Business Services - Other
Occupation
General/Other: Administrative/Clerical
Office Management
Reception/Switchboard
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency

	Test English
	Fluent

	Spanish
	Intermediate
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Anastasia   M.   Joel  

9101 Old Cedar Ave S. #112,   Bloomington , MN 55425  

(507) 380 - 9143  

anne.joel08@gmail.com      

Summary  Demonstrated achiever with exceptional knowledge of   customer   service and sales.   Skilled at learning new concepts quickly, working well under pressure, and  communicating   ideas clearly and effectively.   Extensive computer training, including knowledge of multiple   different programs.   Enthusiastic and experienced in   team projects and promotions.   Highly focused and results - oriented in supporting complex, deadline - driven operations; able  to identify goals and priorities and resolve issues in initial stages .   Adept at developing and maintai ning detailed administrative and procedural processes that  reduce redundancy, improve accuracy and efficiency, and achieve organizational objectives.      

Education        

   Normandale   Community College            Business Associate in Science           Associate in Arts w/ Emphasis in Spanish      2015  

Career History &   Job - related Skills  

           Financial Aid   and Scholarship   Receptionist ,   Normandale   Community  College.   Provides   complete   and individual assistance to   students throughout  the   financial aid and scholarship processes.   Answers questions and provides   friendly, effective   customer service to current  andprospective   students   both in person and over - the - phone.   Records and protects   students’   personal   and financial   information.   Knowledge of Federal Education Privacy Act (FERPA) and the need to record  and protect student financial information.   Detailed knowledge of State and Federal rules and regulations that govern  the processing and distribution of student financial aid.  Sept.  2013 - Current  

