Alysa Erickson
223 7th Ave N 
Sauk Rapids, MN 56379
320-260-1679
alysamn@hotmail.com

Trained receptionist who answers a high volume of incoming calls while handling in-person inquiries from clients and colleagues. Flexible and hardworking with the drive to succeed. Dedicated and focused assistant who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve project goals. Seeking a role of increased responsibility and authority. Track record of advancement based on capabilities, work ethics, and enthusiasm. 

· Leadership and Interpersonal Skills

· Computer Proficiency (MS word, Excel, e-mail, Internet, and database)

· Reliability and Work Ethic

· Strong problem solver 

· Communication Skills and Business Writing

· Organization, Time management, Planning and Follow-through

· Attention to Detail and Accuracy

· Ability to handle confidential material

St. Cloud Technical and Community College 
Liberal Arts Degree emphasis in Human Resource Management
Coursework included recruiting, classifications, human resource policy, compensation, benefits, performance appraisal, employee relations training, and planning.
Employment Experience
Ameripride
Customer Support Office Specialist

Waite Park, MN

August 2014 – Present
Supported retention and growth of Ameripride's branches by establishing and maintaining customer billing and account maintenance within company billing system (ABS.) I provided administrative support to the selected branch locations through coordinating standard branch and company billing, invoice and report generation, change management support and pricing initiatives programs. I answered inquiries from branch service management to assist in the timely resolution of all customer service, billing and maintenance issues.
Great River Federal Credit Union
Senior Cash Manager
St. Cloud, MN
April 2007 – August 2014
Organized files, developed spreadsheets, faxed reports and scanned documents.  Balanced daily cash deposits and bank vault inventory with a zero error rate. Training responsibilities for new employees including making training exercises. Understanding of bottom-line priorities and the importance of customer satisfaction. Researched and resolved customer issues on personal savings, checking and lines of credit accounts. Maintained confidentiality of bank records and client information. Received recognition award for outstanding customer service. Processed sales referrals and promoted bank services and products. Proven skills in problem solving and customer relations. Entered member transaction data into the online banking software.

Wilson’s Leather
Manager in Training
St. Cloud, MN 
May 2006 - April 2007
Management experience in a fast-paced retail environment. Opened and closed the store, including counting cash, opening and closing cash registers and creating staff assignments. Professional and approachable manner. Talent for identifying customers' needs and presenting solutions that drive purchases. Demonstrated that customers come first by serving them with a sense of urgency. Worked as a team member to provide the highest level of service to customers. Maintained friendly and professional customer interactions. 
