Nancy Swarthout
505 3rd Ave NW
Kasson, MN 55944
(507) 634-7879
nancycs@kmtel.com

Customer-focused professional with over 15 years’ experience as a small business owner, well versed in the provision of customer service and an excellent communicator with attention to detail.

SPECIFIC SKILLS
· Adept at administrative support functions such as record management, complaints handling, and customer service
· Possess excellent customer service, interpersonal and management skills
· Familiar with basic Microsoft Office Programs 

EDUCATION

Rochester Community and Technical College
Associate in Science - August 7, 2014 
· Graduated with Honors

[bookmark: _GoBack]Rochester Community and Technical College
Child Development Diploma - June 12,1991

Kasson-Mantorville High School
Diploma - June 6, 1988

PROFESSIONAL EXPERIENCE
Weight Watchers, Rochester MN
Receptionist, May 2014 – present
· Greet customers and assist with new member registration
· Respond to general inquiries and handle complaints
· Oversee maintenance of the meeting room and reception areas.
· Coordinate customer payments and billing.

Little Munchkin Child Care, Kasson, MN
Provider/Business Owner, 1995 - 2001 and 2005-2015
· Assembled a business contract and welcome packet for new clients and ensured all paperwork (registration, health information, legal, etc.) were completed thoroughly
· Prepared and maintained reports for daycare licensure
· Maintained confidential and organized filing system with all client’s records
· Created daily schedules for children and appropriate curriculum to ensure children were safe, happy and in appropriate activities
· Monitored ten children, supervised group time and playtime
· Developed weekly meal plans and kept attendance and meal records for the food program

KoMet Kids Preschool, Kasson, MN
Teacher/Room Leader, September 2001- May 2004
· Utilized appropriate language, interactions and positive discipline so the children could learn
· Modeled positive behavior and corrected observed inappropriate behaviors
· Assisted in instructing and supervising children in classroom activities
· Continuously monitored children to ensure safety at all times and reported any incidents in a timely matter
· Maintained communication with parents at all times through daily interactions or through scheduled conferences when needed

ProEx, Rochester, MN
Customer Service Representative, June 2000 - Feb 2006
· Scheduled studio time and portrait sittings while managing multiple phone lines
· Performed general merchandising sales
· Handled cash and performed inventory control
· Worked effectively with customers and employees

Kasson Mantorville Nursery Group, Kasson, MN
Teacher/Room Leader, June 1991 - July 1995
· Constructed daily and long-term schedules of activities
· Implemented strategies to promote physical development including serving nutritious food and teaching proper eating habits and personal hygiene
· Ensured children had appropriate rest periods
· Administered and performed first aid when necessary



