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SUMMARY OF EXPERIENCE
Customer Service, Front Desk Reception, Hardworking, self-directed individual with extensive professional experience. Proficient in customer service skills written and verbal. Excellent phone etiquette, Effective time manager with great people skills, and a reputation for high-service standards. Ability to quickly learn new tasks. Ability to establish rapport and interact effectively with a diverse range of people.
SKILLS

· Microsoft office/outlook
· Microsoft word
· Microsoft Power point
· Microsoft excel and access
· Clerical/ data entry at 40wpm
· Electronic scanning and Imaging
· 10 key typing
· Multiple Phone Line
 

EDUCATION
Rasmussen College, Brooklyn Park, MN                                                             2015
Business Management
currently enrolled for AAS in Business Management GPA 3.75
 
EXPERIENCE
Doherty Staffing, Edina, MN                                                               2014 - Current
Assignments:
Kelle Company, Minneapolis, MN                                         Jan., 2015 – Feb., 2015
Receptionist/ Administrative Assistant
Provided support for all staff who provided costumes and accessories for businesscustomers.                                                                                                                                                
· 
· Ensured and respected clients and employee privacy in the reception area, maintaining professionalism. Processed incoming/outgoing mail, and filing.
·       Promptly communicated with staff and supervisors regarding messages, requests, and information via telephone, and email.
·       Assisted with various projects, such as data entry, mailings, scanning and documentpreparation as needed. Completed all paper work and reports in a timely and organized manner.
Crown Iron Works, Roseville, MN                         Dec., 2014 – Jan., 2015
Receptionist
Worked at main desk at oil-extraction machinery business, serving as first point of contact greeting visitors upon arrival, and connecting them with company representatives.             
· Answered and directed phone calls, processed outgoing/ incoming mail, opened and closed the reception area daily, and set phone system.
· Communicate with staff and supervisors regarding messages, requests, and information via telephone, and email.
· Assisted staff with various projects, such as data entry, and document preparation.
SHORT-TERM RECEPTIONIST ASSIGNMENTS through Doherty, including Workforce Center, Golden Valley, St Paul Youth Center, and Baker's Furniture.
Family Dollar, Minneapolis, MN                                                                      2012 - 2013
Cashier
Served customers at front cash register, and worked on the floor as head of apparel, including pricing, mark-downs, and merchandise displays.                                                                                      
· Greeted and served customers in a friendly and approachable manner.
· Worked both independently and in pairs to resolve concerns and meet the needs of customers
·  Followed all company policies and procedures. Handled cash before and after shift. Made cash drops, prepared cashier reports, documented all transactions, and balanced revenue cashier’s report.
· Coordinated sales promotions, prepared merchandise displays, presentations, and assisted throughout all operations as needed.
 
CCP INC, St. Paul, MN                                                                                              2011
Direct Support Specialist
Provided direct support for clients with special needs on-site facility, included supervision, explanation of guidelines, coaching, and planning activities.
· Provided individualized service in a timely, accurate, and confidential manner.
· Provided oversight to ensure a safe and secure environment for residents, greeted and directed guests.
· Provided clients with encouragement, respecting personal choice, and decision making.
· Administered medications to patients following Rx instructions.
· Maintained confidentiality while working with personal protected information,documented clients behavior so that it complied with rules and regulations.
 
Apac, Cedar Rapids, IA                                                                                   2007 - 2009
Customer Service Representative
Took inbound calls and provided customer service for clients ordering pharmaceuticals, for this third party customer service company.                                                   
· Provided clients medical information including, co-pay, plan details, and coverage verification.
· Communicate complex program requirements, expectations, and timeframe to clients in person, over the phone, and in writing.
· Determined clients eligibility for federal and state medical assistance programs.
· Resolve problems and developed creative solutions, worked in a fast paced environment, and maintained confidentiality. Answered multiple phone lines, and received and issued messages according to data privacy provisions.
·  Converted paper case files into electronic case files.
 
 
 

 
Additional Info
Career Information
Most recent employer
-
Relevant work experience
-
Highest Education
Some College Coursework Completed
Career Level
Entry Level
Availability
-
Location
US-MN-Minneapolis
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
-
Industry
-
Occupation
-
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency
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