Nicholas A. Flotterud
3306 Kittery Ct, Fort Collins, CO 80526
Phone:  (952)353-7364
email:  nicholas.flotterud@mnsu.edu

Objective:
To gain the Data Processing/Admin Assistant position.

Work Experience:
Tax Intern/Audit Associate	                       Jan 7, 2013 – April 12, 2013/July 8, 2013 – April 27, 2015
CliftonLarsonAllen, LLP			                                                                        Austin, MN
· Data entry and analysis using Microsoft Excel and other software
· Document work performed through reports and memos
· Prepare confirmation letters for mailing using mail merge in Microsoft Word
· Gather data and information from  clients and communicate it to the project manager(s)
· Manage and prioritize work to ensure deadlines are met while working on multiple projects/jobs
· Schedule arrival times for on-site client work
· File documents, reports, tax returns, and client data in proper locations

Cook										   May 2012 – Dec 2012
Buffalo Wild Wings									   Mankato, MN
· Prepare food in a timely and efficient manner
· Communicate effectively with team members

Parking Officer/Parking Supervisor			      		        February 2010 – May 2012
Minnesota State University, Mankato							   Mankato, MN	
· Provide parking information and assistance to those with questions
· Upload issued-ticket information into database
· Enforce parking regulations
· Ensure equipment is properly maintained

Skills
· Possess effective communication skills (verbal and written)
· Proficient with computers and Microsoft Office suite
· [bookmark: _GoBack]Proficient with a 10-key for data entry
· Very punctual
· Excellent time manager
· Experience with multi-line phone systems

Education:
Bachelor of Science Degree, Accounting					                         December, 2012
Economics Minor							                                    GPA 3.52
Minnesota State University, Mankato – Mankato, MN
Magna Cum Laude, Deans List

