Theresa Goliday
Operations Representative/Trainer
933 11th Avenue South - Hopkins, MN 55343
Truckdiva1@gmail.com – 763-600-4065
Work Experience
Operations Representative/Trainer
C.H. Robinson 
-
Eden Prairie, MN
-
March 2011 to August 2013
Trained all temporary staff on database and execution of dispatching trucks, Evaluated and developed on boarding program for each new hire, Maintained track and trace logs for north America regions assigned, process all orders from Walgreens accounts, Account manager for Midwest Carriers, Seek and developed new business opportunities, cold calling, and pre-screen new carriers, organize and create new employee appreciation activities to keep current employees engaged and informed.
Box Office Agent/Club Mystic Representative
Mystic Lake Casino 
-
Prior Lake, MN
-
May 2011 to March 2012
Customer relations, communicated social media content calendar of shows and events, responsible for assisting in the executing Mystic Lake social media plan, prepared, developed and organized entertainment schedule, assist with V.I.P. Services, maintained player account database, coordinated and collaborated with other internal groups for player development such as marketing, V.I.P Services, tribal committee, other duties as assigned.
Human Resources Coordinator
3M 
-
Saint Paul, MN
-
June 2007 to December 2007
Maintained and completed personnel records, Posted and managed job vacancies, Processed employment application and pre-screening for new hires, Coordinated New Hire Orientations for 3M employees, Processed new hire paperwork (Background check, I-9, W-4, Citizenships), Fostered partnership between temporary employees and permanent staff, Office liaison between employees and IT and phone vendor, Enrolled employees in benefit programs, updated/submitted changes and monitor enrollment deadlines. Ensure proper employee laws and policies were followed.
Transportation Service Representative
Canadian Pacific Railroad 
-
Minneapolis, MN
-
January 2006 to November 2006
Ensured proper shipment of customers' goods, Coordinate with Canadian and United States customs, Processed the correct paperwork for cargo shipment by commodity, Updated customs records and file maintenance, Liaison between customs and custom brokers resolved problems with shipment before reaching the borders.
Human Resources Assistant
Boston Scientific 
-
Minneapolis, MN
-
February 2005 to September 2005
Processed employment applications and corresponded with applicants regarding status, Coordinated interview schedules with staff and schedule phone and in-person interviews, Managed employee giving program, and employee matched programs, Organized all employee appreciation events, Proofread job descriptions and other department correspondence, Recommended new approaches, policies and procedures to effect continual improvements efficiency of department and services performed, Coordinated quarterly communication meetings for management, Provided back up support to Receptions during breaks and absences.
Accounting Assistant/ Monitoring Specialist
Honeywell 
-
Golden Valley, MN
-
November 2003 to February 2005
Internal auditor for departmental budgets, Handled past vendor accounts over 60 days delinquent, Investigated supplier data sheets and purchase orders for delinquency, Adjusted accounts payable and receivables, Maintained client records for legal documentation, and answered incoming care lines, Dispatched emergency agencies to commercial and residential security alarms.
Site Supervisor/ Router
Eden Prairie Schools 
-
Eden Prairie, MN
-
February 2001 to November 2003
Onsite supervision of instructors, volunteers, and assistants, assist with evaluation for instructor and classes, for absent teachers, responded to problems such as behavior, safety, or teaching problems, wrote management guidelines for staff disciplinary policy, supervised investigations for bargaining units grievances, Coordinated hiring committee for drivers and paraprofessionals, Route design and maintenance, managed 18 drivers, made payroll adjustment, and scheduled hours, prepared and process non public schools contract, maintained accurate reimbursement reports of non public school, maintained employees leave system and employee records, maintained drug and alcohol testing database, prepared and maintained special education students records, created student mileage reports for state audits, trained drivers and paraprofessionals safety procedures.
Legislative Clerk
Session 
-
Saint Paul, MN
-
1998 to 1998
Proof read Senate bills for the engrossing department, maintained database of public concerns and responded to those concerns, organized and maintained audio library of committee meeting, coordinated all meeting with lobbyist and senators.
Corporate Receptionist Lead
GMAC/Residential Funding Corporation 
-
Bloomington, MN
-
1996 to 1998
Designed employee instruction manual for the reception desk, trained new receptionist, developed and managed employee recognition programs, organized and coordinated new employees orientation, updated HRIS, PeopleSoft, maintained benefit forms, Processed loan applications for potential homeowners for Homecomings Financial.
Education
B.A. in Business Administration
Augsburg College - 
Minneapolis, MN
2002 to 2005
Skills
certificate 160 hours cdl training Vatterot Career College
Additional Information
Skills: Microsoft Suite, Maxis, Lotus Notes, Peachtree, PeopleSoft, HRIS, Kronos, eBenefits, ePay, MDT, CJIS, Taleo, and Tyes.
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