Jamie Zeiher
371 McGrann St
Green Isle, MN 55338
(952) 288-3929
Jamie.Zeiher@hotmail.com
Page 2

Objective
I am looking for an entry-level position in a positive, growing company with opportunity for advancement. I believe I have an excellent phone voice for answering inbound and making outbound calls. 


JOB HISTORY/DUTIES

· [bookmark: _GoBack]Customer Care Representative
All American Hearing, Glencoe, MN
Start Date: 11/2013 to Present
Answer inbound phone calls to schedule appointments for patients. *Enter alphabetic, numeric and symbolic data from patients into the computer. *Compile, sort and verify the accuracy of data before it is entered. *Take inbound calls from customers inquiring about hearing exams and appointment dates. *E-mail out appointment reminders. *Keep records of customer interactions and transactions, recording details of inquiries, complaints, and comments, as well as actions taken. *Perform miscellaneous clerical duties such as writing reports.

· Production Work
Legendary Baking/Excel Staffing, Chaska, MN
Start Date: 08/2013 End Date: 11/2013
Worked on an assembly line making pie shells and filling the pies. *Stacked and sorted cooked pie shells.  *General cleaning and packaging work.

Bartender/Cook
Parkside Tavern Hamburg, MN 
Start Date: 05/2013 End Date: 8/2013 
Engaged in friendly customer service. *Took orders and served guest their drinks and food. *Cooked food orders. *Ran cash register totals at beginning and end of shifts. *Stocked food, beer, alcohol, and other bar needs. *Dishes swept and mopped.

Seasonal Customer Service Representative
Norwood Promotional Products, Sleepy Eye, MN
Start Date: 08/2010 End Date: 11/2011
Checked to ensure that appropriate changes were made to resolve customers' problems. *Wrote, designed and produced shipping quotes, item pricing, bill reprints *Kept records of customer interactions and transactions, recording details of inquiries, complaints, and comments, as well as actions taken. *Contacted customers in order to respond to inquiries and to notify them of artwork needed, verifications, order deadlines. *Resolved customers' service and billing complaints. *Solicited sale of new and additional services and products. *Referred unresolved customer grievances to designated departments for further investigation. *Conferred with customers by telephone in order to provide information about products and services, to take orders and to obtain details of complaints. *Quoted customers on shipping for different quantities of many different items. Transferred calls to appropriate department.  






· Personal Care Attendant, Home Maker
International Quality Home Care, New Prague, MN
Start Date: 03/2007 End Date: 1/2010
Performed housekeeping duties, such as cooking, cleaning, washing clothes and dishes, and running errands. * Planned, shopped for, and prepared meals, including special diets. *Instructed and advised clients on issues such as household cleanliness, utilities, hygiene, nutrition, and child care and appropriate interactions. *Prepared and maintained records of client progress and services performed, reporting changes in client condition to manager and supervisor. *Performed health-care related tasks, such as monitoring vital signs and medication, under the direction of registered nurses and physiotherapists. *Transported clients to locations outside the home, such as to physicians' offices and on outings, using a motor vehicle. *Participated in case reviews, consulting with the team caring for the client, to evaluate the client's needs and planned for continuing services.

· Seasonal Data Entry Clerk
Young America Corporation, Norwood Young America, MN
Start Date: 4/2004 End Date: 2/2007
Operated keyboard and other data entry devices. *Entered alphabetic, numeric and symbolic data from source documents into computer * Compiled, sorted and verified the accuracy of data before it was entered. *Kept records of work completed. Took inbound calls from customers inquiring about phone bills they hadn’t received. *Mailed out reprint of bills * Made mailing labels *Stuffed envelopes

· Credit and Sales Representative
Marketing Concepts, Spicer, MN
Start Date: 1/2005 End Date: 9/2006
Received payments and posted amounts paid to customer accounts. *Arranged for debt repayment and established repayment schedules, based on customers' financial situations. *Located and monitored overdue accounts, using computers and a variety of automated systems. *Sorted and filed correspondence, and performed miscellaneous clerical duties such as answering correspondence and writing reports. *Located and notified customers of delinquent accounts by mail e-mail and telephone in order to solicit payment. * Persuaded customers to pay amounts due on credit accounts, damage claims, and nontaxable checks, and to return merchandise *Mailed out reprint of bills *Placed orders with customers via phone sales *tracked packages, set up returns and exchanges.

Education
· South Central College, Mankato MN: Administration Assistant, 2012 - In Progress
· Sibley East Sr. High School, Arlington MN: High School Graduate - 2004

Skills
I have been working with the Internet and I am comfortable using Mac or PC. I skilled on many different computer programs such as: Microsoft Word, Power Point, Excel, and office. I can type from 40-50 wpm. I have created documents and charts for documenting progress notes, customer orders, medication administrations and all varieties of inventory. One of my strongest skills is my ability to be a fast, motivated learner. I also enjoy working as part of a team and to help set solid foundations for goals and achievements. My multitasking abilities along with my positive attitude will be an asset to your team.
		
REFRENCES
Alex Denny, (7630 807-7284
Roxanne Reece, (612) 310-7201
James Fischer, (320) 445-7475
