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FRANCESCA LANDON
 
Objective
I hope to leverage my experience while continuing to be challenged within my role. My diverse background provides excellent organization, problem solving and communication skills that allow me to be a quick-learning team player. I have a strong desire to learn, grow and succeed.

Skills
Microsoft Office, Google Docs, Event Planning, Customer Service, Data Entry, Travel Management, Social Media & Networking, Adobe Acrobat, Concur Management, People-oriented, Organization, 56WPM, Resourceful, Efficient
Experience
 
Operations Assistant (part time) at KTI  4/2015- present
I am responsible for scheduling inbound and outbound deliveries for trucks. I work with other departments to ensure loads are transported in a timely fashion, as well as update carrier/customer data.
Stay-at-home Mom/ Volunteer 4/2012- present
 
I am the housekeeper, chef, teacher, accountant, activities coordinator and chauffeur of two kids.  Volunteer within school district #276 since 2011. I have been part of the Dash for Cash committee since 2012 and was co-chair for the 2014-2015 school year. Dash for Cash includes coordinating and planning all aspects of the event each Fall, including but not limited to, route decisions, children’s input, sponsorships and donations, T-shirt design, day-of set up and volunteering. I am also the volunteer coordinator for our elementary school’s ‘Moms Night Out’ and 'Dads Night Out' for all grades. I also am [Volunteer] Project Leader for ‘Cook it Up’ through a private housing for women in crisis. I organize the volunteer group, prepare and serve meals to the women while following health and sanitation codes.
[bookmark: _GoBack] 
Implementation Manager at scrimmage 12/2012- 4/2012
I was responsible for a variety of projects, primarily with clients leveraging the app platform Playbook, designed for the iPad. These projects would include custom mLearning courses, iPad enabled sales meetings, product launches and LMS. I was involved in the planning and prioritizing while working with the client and my team to define the scope, functionality, and budget to reach our goal. 
Administrative Assistant at space150                                                                             5/2010- 3/2012
I managed orders and inventory of all supplies, food, and beverages through outside vendors while keeping all supplies stocked, as well keeping the office tidy. I managed internal calendars and maintained the cleanliness of the conference rooms. I coordinated internal office travel arrangements for our offices and on occasion I also managed client travel. I was part of the planning committee for several events. I also maintained records and receipts of internal and client food requests to keep within budget. I updated the online internal staff directory for new employees and welcomed clients, as well as gave office tours of our space.
Receptionist at Knutson Construction Services                                                                                       5/2008- 5/2010
I operated the switchboard for over 60 people and was support to several office staff including Office Manager, Human Resources, Accounting and Project Assistants. I assisted the Marketing Department by updating the lobby carousel screen, along with ad hoc projects. I entered Subcontract data in AS400 and scanned data. I ordered all office supply orders, distributed mail, and greeted clients by phone and in-person.
Education
Normandale Community College, graduated with AA in 2009. Also earning AAS in Business & Marketing (2016).
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Additional Info
Career Information
Most recent employer
Stay at Home Mom
Relevant work experience
-
Highest Education
Associate Degree
Career Level
Entry Level
Availability
-
Location
US-MN-Chanhassen
Relocate
-
Travel
-
Willing to work weekends
-
Security clearance
-
Willing to work shifts
-
Target Job
Company size
-
Desired status
Job type
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: Customer Support/Client Care
General/Other: Project/Program Management
Office Management
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency
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