Betsy Peabody
501 Broadway Ave S  (  Sauk Rapids, MN 56379  (  320-428-5021  (  betsypeabody74@gmail.com

SUMMARY OF SKILLS

· 17+ years of customer service skills (8 of the 17 years in the same retail establishment)
· 5 years of Administrative Assistant experience

· Successful communicator who can effectively serve diverse groups of people
· Strong ability to multi-task with the ability to manage multiple projects/tasks effectively alone or as a team 
· Skilled in personal computer and related software applications with desire to continue education as technology advances. Software competencies include Microsoft Project, PowerPoint, Word, Excel (Level 3), and Outlook
· Strong organizational skills and time management skills, Knowledge of basic accounting principles and functions, ability to answer multi-line phones, communicated, and maintained an excellent rapport with current and potential customers
EMPLOYMENT HISTORY

TMI Hospitality








          Fargo, ND
Project Assistant







          2011-2014
• Completed project coordination activities as assigned (23 hotel renovations completed my first year of hire) • Calculated and ordered quantity of supplies and materials needed per blueprint specifications for upcoming projects • Received and coded invoices from vendors and contractors • Completed research to obtain correct products for renovations • Submitted purchase orders and insurance requirements to contractors • Obtained required insurance information from contractors prior to contractor starting project work from the project coordinator • Responded to field staff questions regarding materials, supplies, etc. • Tracked status of material orders and shipments with vendors • Made shipping and storage arrangements when necessary • Notified properties, contractors, and project managers of product deliveries • Assisted with resolving project related issues • Reviewed status of all projects with coordinator and communicated any project changes • Completed inventory of materials upon project completion with the project coordinator.                  • Determined disposition of leftover renovation material i.e. return to vendor, store at property, or ship to new location • Entered purchase orders in Timberline (purchasing database) • Maintained project and property history files • Completed faxing and copying assignments as requested • Billed accounting/entering & registration needs • Verified quantity, prices, codes, vendor & contractor invoices for accounting • Worked individually and as a team to accomplish goals
Lakes & Prairies Child Care Resource & Referral



          Moorhead, MN

Coordinator 1: Program Assistant





          2009 - 2011
· Assisted Program Director, Training/Professional Development, Parent Services, and Consultant teams with multiple Administrative Assistant duties
· Updated and maintained company website information and tested online training modules before launching
· Operated Microsoft Office 2010 Professional programs on a daily basis
· Created numerous company marketing materials including but not limited to: brochures, flyers, table tents, postcards, e-newsletters, a binder cover & spine designs, and display boards for special event trainings

· Ordered, organized, maintained, and disseminated marketing materials

· Specialized data entry projects

· Filed purchase orders for over 75 individuals, balanced, and reconciled statements for each account on a monthly basis
Heartland Industries







          Moorhead, MN

Adult Life Program Personal Care Asst.




          2009 - 2010

· Demonstrated excellent team working abilities by being punctual and showing up for my scheduled shifts 
· Encouraged a positive work environment while ensuring the health, safety, and well-being of clients

· Provided clear and concise communication through verbal and written documentation

· Engaged clients in exercise and other stimulating activities on a daily basis
· Assisted clients to meet daily personal needs 

· Accurately passed medication to clients 
EDUCATION
· Bemidji State University



                                                  Bemidji, MN

Elementary Education/Special Ed

●    Alexandria Technical College
                                                                            Alexandria, MN
      Communication Arts and Graphics Design
