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Betty Powell
 
Office Assistant, DAC Construction
Minneapolis, MN 55421 
US 

Mobile: - 612-296-0985 
powell_betty@ymail.com

Resume Updated
6/23/2015

Betty Powell - Office Assistant
 
BETTY POWELL
131 116th Ave NE, Blaine, Minnesota 55434
612-296-0985 / powell_betty@ymail.com
WORK EXPERIENCE
DAC CONSTRUCTION LLC BLAINE MN
Office Assistant March 2014 - Present
·      Operate office machines while maintaining and updating filing, inventory, mailing and databases.
·      Communicate with customers, employees and other individuals to answer questions.
·      Complete work schedules, manage calendars and facilitate appointments.
·      Review files, organize records and other documents to obtain information to respond to requests.
·      Dealing with diverse customers on a constant basis, promoting excellent communication and customer service skills.
·      Perform data entry duties using Excel , QuickBooks, and Outlook
·      Protect the integrity of confidential and privileged information
DOUBLETREE SUITES MINNEAPOLIS MN
Supervisor May 2013 - March 2014
·      Cleaned rooms, hallways, lobbies, lounges, restrooms, corridors, elevators, stairways, locker rooms and other work areas so that health standards are met.
·      Handled assigning duties to other staff and give instructions regarding work methods and routines.
·      Specialized in inspecting work performed to ensure that it meets specifications and established standards.
·      Conferred with staff to resolve performance and personnel problems, and to discusscompany policies.
·      Promoted from housekeeper to Supervisor
·      Operated under time constraints and proficiency requirements
MACY'S MINNEAPOLIS MN
Pricing Lead April 2011 - July 2012
·      Priced merchandise and examine inventory to ensure price and display is correct.
·      Compared printed price tickets with entries on purchase orders to verify accuracy and notify supervisor of discrepancies.
·      In charged of put price information on tickets, marking by hand or using ticket-printing machine.
·      Assigned employees to specific duties. Promoted from floor associate to Pricing Lead
·      Gained a reputation for being a team player by being reliable and dependable.
·      Served as a liaison between team employees and management 
 
 
EDUCATION
NATIONAL AMERICAN UNVERSITY BROOKLYN CENTER MN
Associates/Paralegal Studies with Distinctions, June 2015- GPA 3.45
Courses Taken
· Ethics Law
· Litigation
· CLA Review
· Family Law
· Legal Research 1 and 2
· Civil Procedure
· Technology in Law
· Real Estate Law
Additional Skills
·      Familiar with Microsoft Word, Excel, PowerPoint, and proficient with Outlook
·      Knowledge of QuickBooks
·      Experience with drafting legal documents
·      Experience with legal research using LexisNexis
·      Familiar with E-filing
·      40 WPM
·      Organized
·      Persistent
·      Independent and fast learner
·      Experience with handling switchboard’s
·      Ambitious
·      Able to multitask in a fast past work environment
·      Consistent
· [bookmark: _GoBack]     Close attention to detail
·      Proficient verbal and written communication skills
 
Additional Info
Career Information
Most recent employer
DAC Construction
Relevant work experience
-
Highest Education
Associate Degree
Career Level
Entry Level
Availability
-
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
Job type
Employee
Salary
-
Locations
US MN Minneapolis 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
Office Assistant
Industry
-
Occupation
General/Other: Administrative/Clerical
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency
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