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		NANCY A HAMILTON

	230 South Adams Street
Elkton, MN 55933
(507) 440-7925
nancyhamilton454@hotmail.com



	
	

		



	
	
	
	

	
	
	
	
	

		OBJECTIVE

	I have knowledge and experience in many aspects of the business world.  I want to gain knowledge through different tasks that are brought forth to me as well.  Along with having excellent working skills and people skills I feel I can work effectively to get work done on time.



	

	
	
	
	
	

		JOB HISTORY/DUTIES

Store Leader
          Walgreens
          Austin, MN 55912
          Start Date: 07/2014 End Date: Presently Employed
          Duties: Opening and Closing the store, managing the store, stocking, manager on duty            

Jewelry and Clothing Associate
              Shopko
              Austin, MN 55912
              Start Date: 11/2013 End Date: 06/2014
              Duties: Customer Service, Stocking, Inventory, Cashiering


	Employment Services Assistant/Receptionist

	The Centers for Habilitation 
Tempe, AZ
Start Date: 11/2012  End Date: 09/2013 
Payroll, Transportation, Job Coaching, Answering phones, Security check-in, filing, faxing, scheduling Freight and Fed Ex, data entry, entering purchase orders, medication distribution 


	Environmental Services

	ACMC
Marshall, MN
Start Date: 05/2011  End Date: 12/2011
Cleaning, mopping, closing clinic at night, stocking, garbage disposal 


	Cashier

	Cattoors
Austin, MN
Start Date: 08/2010  End Date: 04/2011
Cashier, Lottery, Stocking, Cleaning, Store open and close key holder 


	Marketing Assistant

	Farm Bureau Financial Services
Brownsdale, MN
Start Date: 01/2000  End Date: 08/2007
Filing, Faxing, Answering phone calls, data entry, appointment scheduling, customer service, managed office while agent was away on calls, ordering supplies 


	MST/Stockperson

	Shopko
Austin, MN
Start Date: 9/2002  End Date: 9/2003
Stocking Shelves, customer service, carry-outs 




	

	
	
	
	
	

		EDUCATION

	DEGREE: 
Bachelor’s Degree
                 Major: Business Administration
                 Kaplan University
                 Currently attending

DEGREE:   
  Bachelor’s Degree

	Major: Sociology
Southwest University of Minnesota, MN USA

	DEGREE:
     Associate Degree

	Major: Liberal Arts and Sciences
Riverland Community College, MN USA
Date Completed: 5/2007


	DEGREE:  
   High School Diploma

	Major: Generals
Austin High School, MN USA
Date Completed: 6/2001




	

	
	
	
	
	

		LICENSES/CERTIFICATES/ADDITIONAL TRAINING

	CPR/First Aide

	11/2012
TCH AZ
CPR and First Aide

	Forklift 

	8/2013
TCH AZ
Forklift Safety



	

	
	
	
	
	

		ADDITIONAL SKILLS

	I have organizational skills, filing, answering the phone, taking messages, booking appointments, photocopier and fax machine knowledge.  Typing skills and knowledge of the programs such as Word, Excel, Access and keying in items at a fast pace.  Forklift certified, CPR and First Aide certified, scheduling shipments, inventory knowledge, ordering supplies and promotional work. 



	

	
	
	
	
	

		NOTES AND ACTIVITIES

	Volunteer work I have done was with Arizona Humane Society as an adoption counselor.  I have also volunteered at TCH on the Wellness committee and the stress committee. 
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