Jodi Schmidt
4534 13th Ave NW
Rochester, MN 55901
507-252-8127
	

OBJECTIVE
A position that makes use of my customer service, administrative and clerical skills with opportunities and career advancement.

SKILLS
Customer Service:  Phoned customers that their special orders where in. Spoke with vendors about special orders for customers. Helped customers open a credit card. Handled customer complaint about their credit card. Accepted cash or check payment on a credit card account. Verified information on customer’s checks. Cash register operation. Answered questions on how to use or locate merchandise. 

Secretarial:  Experience in Word, Excel and Power Point. Answered phones, scheduled meetings and business trips. Efficiently use various office machines. Sent out faxes and passed out faxes. Picked up and delivered mail to co-workers.

WORK EXPERIENCE

Operations Specialist	2/2015-7/2015	Maintains department related information
Express Employment		Communicates with employees about scheduling & work assignments
		Assist with data collection
		Communicates with customers about service issues if needed
		Completes & maintains a variety of reports as directed by the department manager

Materials Planner	7/2014-2/2015	Contact vendors to get parts
Express Employment		Put in ship dates
Rochester, MN		Check on tracking information
		Take out past dates & recheck with
		vendor
Staffing Coordinator	5/2008-3/2014	Assign available staffing resources
Mayo Clinic		Communicate with charge nurses
Rochester, MN		Contact staff at home for placement
		Entering float assignments in to a 				program
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COLLEGE EDUCATION

Rochester Community and	8/2003-5/2004	Health Unit Coordinator 
Technical College	Program

VOLUNTEER

1999 - Present	AWANA Cubbie Leader for 3 years and Cubbie Secretary for 12 years

REFERENCES

Sue Trulson	Home	507-533-8105	Mayo Clinic
Rosemary Schwanke	Home	507-876-1190	Mayo Clinic Retiree
Jeremy Balster	Home	507-529-0617	AWANA Commander

