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mollie.kessler08@gmail.com
 
Job Objective:
· Seeking a position within a company, where there is a need for a variety of officemanagement tasks including – computer knowledge, organizational abilities, business intelligence, and customer service.
 
Education:
North Hennepin Community College- Brooklyn Park, MN 55445
· Liberal Arts degree, December 2012
Metropolitan State University- Saint Paul, MN 55106
· Continuing education for a B.S. in marketing
 
Strengths and Accomplishments:
· Productive worker, with solid work ethic who exerts optimal effort in successfully completing tasks.
· Enthusiastic, willing to learn, eager to meet challenges and quickly assimilate new concepts.
· Outstanding customer service
· Goal driven worker with exceptional sales experience.
· Excellent organizational skills
 
Work Experience:
Ogi Eyewear, 3971 Quebec Ave N New Hope, MN 55427
5/2014 to Present
Job Title: Office Assistant
· Provide administrative support to all departments in the office. Entering customer data into SAP One, including international customer orders. Maintaining cleanliness of office and conference rooms. Preparing for officelunches and meetings. Order weekly Costco order for office and pick up once a week. Sorting incoming USPS mail. Mailing out parts and other customer orders via USPS and UPS. Providing data entry and phone back up to customer service department. Processing returns and recalls using SAP and Accellos. Maintain Excel spreadsheets on a daily basis. Providing administrativesupport to the director of corporate affairs. Updating and maintaining internal and external phone and rep lists using Microsoft Excel. Greeting guests as they come to try on frames.
 
Massage Retreat and Spa
10/2012 to Present
Job Title: Receptionist/key holder
· Providing excellent customer service with the best experience possible in the spa. Filing client files, entering client information where need be, scanning and faxing files and appropriate paperwork, entering information to MS excel and Google Drive, stamping and sending out all current mailings. Answering clientcalls, booking their appointments, checking clients in and out of service, maintain cleanliness of front desk, and lobby/spa. Forming and maintaining client relationships within the spa. Getting clients started on a healthy lifestyle by selling in spa membership. Providing clients with knowledge of massage, facial, waxing, and Dermalogica® products.
 
Petsmart, 11200 Fountains Dr Maple Grove, MN 55369
10/2007 to 10/2012
Job Title: Petcare Associate/Cashier
· Provide knowledgeable information to customers and assess their individual needs. Prepare schedule for department on occasion. Maintain cleanliness of store appearance and animal habitats. Greet customers including answering phones and directing customer inquiries to appropriate party. Receive and process all payments according to standard procedures and assist in the opening and closing which includes but not limited to cash handling and deposits.
 

 
Additional Skills:
· Microsoft word, excel, outlook experience. Google products including Gmail, and google drive. SAP One, Accellos. Experience with PCO online booking appointments.

References to be furnished upon request.
Additional Info
Career Information
Most recent employer
Ogi Eyewear
Relevant work experience
-
Highest Education
Associate Degree
Career Level
Entry Level
Availability
-
Location
US-MN-Plymouth
Relocate
Will Not Relocate
Travel
-
Willing to work weekends
-
Security clearance
No
Willing to work shifts
-
Target Job
Company size
-
Desired status
Job type
Employee
Salary
12 - 15 USD/yr
Locations
US MN Minneapolis 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
General Office Assistant
Industry
-
Occupation
Administrative Support
Data Entry/Order Processing
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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