Michelle Geske
7530 Canyon Curve

Chanhassen, MN  55317

(952) 240-8224
shellamcs@yahoo.com
Summary

Many years as Office Manager and Personal Assistant to President.  
Responsible for all phases of the Front Office, Human Resources, Accounts Payable, Accounts Receivable, Customer Service, Purchasing and Property Management.                      
Experience

October 2003 to Present

AMCS Inc., Chaska, Minnesota
Office Manager

Payroll
Accounts Payable/Accounts Receivable

Purchasing 

Customer Service
Property Management
Assist President with daily tasks as assigned

December 1988 to June 2003

Parker Acroloop, Chaska, Minnesota

Office Manager

Human Resources/Accounting Manager/Purchasing Agent
Responsible for daily human resources activities

Payroll

Vacation and Sick Time accrual

Employee – Employer relations

Immigration filings

Employee Handbook policies and procedures

Employee Benefits

All aspects of Accounts Receivable/Collections and Accounts Payable

Customer Service
Prepare/place Purchase Orders in a manufacturing environment for surface mount and leaded electronic components, PCB’s production supplies/tools/equipment
Resolve invoice and receiving discrepancies

Established supplier relationships

Prepare turnkey quotes from Bill of Materials

Recommends, sources and obtains part specification information on alternative parts for obsolete/expensive parts

I have been involved in most aspects of the Acroloop business unit, providing administrative support to the President, Regional Sales Manager and the Engineering Department

1986 to 1988

Holiday Inn Minneapolis West, St. Louis Park, Minnesota

Sales & Marketing Assistant

Assisted with bookings of weddings, corporate meetings, general meeting space 

1984 to 1986

Gelco Travel Services, Bloomington, Minnesota

Travel Agent

Responsible for making travel arrangements for corporate accounts

Education

Normandale Community College, Bloomington, Minnesota

September 1981 to June 1983

General Courses

Dakota County Vocational College, Eagan, Minnesota

1984

Travel Agency Training Certificate

Computer Skills

Experience in DataPro, ACT, Quickbooks, Microsoft Office

References:
Available upon request
