Brandi J. Delaney
113 31st Ave North 

St.Cloud, MN 56303
(320) 241-1574
Brandi.Delaney22@Gmail.com
________________________________________

QUALIFICATION 
SUMMARY

· Over 12 years of professional experience in Clerical and Administration tasks
· Train employees and assume a strong, confident leadership role
· Pay close attention to detail 
· Ability to troubleshoot and resolve problems
· Handle customer issues in a professional and timely manner
· Strong written and oral communication skills. 
· Organization skills in planning and implementing projects while reaching deadlines.
· Highly proficient with computers and various word processing, data entry, web-based and customer management programs
· Team oriented
COMPUTER PROGRAM EXPERIENCE
·  Microsoft Windows 

·  Excel

·  Word

·  Outlook

·  PowerPoint

·  Internet Explorer

· Oracle

· Windchill

· PDM PLM Matrix

·  Comfortable with a variety of different database programs. Fast learning pace.

EXPERIENCE 

June 2014 to Present


Acosta Sales and Marketing




Retail Coverage Specialist

September 2013 to 2014    Temp Agencies Doherty, Office Team, Express Employment, Pro Staff




Administrative Position Work

September 2008 to December 2013


Cummins Inc.




Value Package Change-Documentation Coordinator

Drafting and Engineering support Globally. Work with multiple Production Lines, Engineers, Product Managers, and Drafters. Audit and implement Engineer Change Orders, Drawings, and Parts. 

· Provide information, support, and guidance to the company globally. This includes training and assisting multiple different countries.

·  Ability be diverse and with strong communication skills

· Practice excelled time management skills. Handled a high volume workload, while attending multiple meetings and training sessions. Can create availability frequently to manage priorities and complete tasks in timely matter.

· Multitask high volume emails, instant messing, and phone calls or phone messages. 

· Review and mark up Engineering Drawings for required changes. This includes many different types of drawings and programs.  (ProE, CREO, AutoCad, Zumba etc). Confirm quality, security, and accuracy. 

· Audit and implement changes. Details must be correct and comply with Work Instructions, Regulations, and/or Standards currently mandated.

·  Require intense proofreading and decision-making skills to insure accuracy.

· Attended all new trial testing on new information system.  Instruct Global teams on all Data Management issues.
· Participate in Six Sigma projects to better process flows
October 2007 to April 2008


NDX Trading, Inc



CEO Administrative Assistant

Preformed administrative tasks for the President of the company, supplied excellent customer service, and prepared tax documentation for the CEO. 

· Answer all incoming calls

· Interview future candidates

· Maintain schedule and calendar entries 




· Resolve customer issues

· Enter after hour trades

· Troubleshoot many databases

· Complete numerous projects in a timely matter

· Change buying powers

· Prepare tax documents 

· Studied Series Seven

August 2001 to October 2006 


Park Nicollet Clinic, Jane Brattain 
Radiology Associate, Information II

Experienced in providing excellent patient care, confidentiality, while assisting those in need within the department. This includes Supervisors, Managers, Technologists, and Doctors.

· Assisted Doctors by organizing records and entering patient results in database.
· Organize and track confidential patient information and X-rays.
· Handling patient concerns or issues, including handling emotional or angry patients with test results.
· Distribute mail and x-rays within the department.
· Performed front desk appointment check-in.
· Provided excellent telephone skills and patient care (appointment reminders, patient scheduling, problems or concerns)
·  Train and assist new employees, occasionally training current employees on new machines and data-bases.
· Assisted in the development and maintenance of several different data-bases.
·  Travel to other departments to cover when they are short staffed. This includes covering different job duties.
· Ability to multi-task and quickly adept to change.
· Guarantee high volume patient data is properly entered and completed in a timely matter.
EDUCATION
2006- Graduate, Minnesota School of Business, Richfield, MN- Business Management AAS
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