Tammy L Brand 
325 SW 5th St
Pine Island MN  55963
(651) 434-9994
tamalynbrand@yahoo.com


CAREER GOAL:
I endeavor to secure employment where I can contribute my extensive work experience and skills to your business’ success.

PROFESSIONAL EXPERIENCE:
Technical Lead Customer Service Representative (Domestic & International)
Central Research Laboratories
Red Wing MN
05/08 - 06/12
Duties:  project management; export control specialist; process customer purchase orders; provide sales order status to customers; sales order expediting; generate technical quotes; process warranty and returns; process credit memos; answer customer inquiries (including product technical troubleshooting); interpret shop drawings and product procedures; discern government requirements and regulations; discern quality requirements; supervise Customer Service Administrative Assistant; generate monthly sales reports; attend weekly Project Kick-Off, daily Run-The-Business, and Site Board meetings; LEAN Team Member; and Wellness Committee Volunteer
Engineering Office Coordinator
Crestline Hotels & Resorts
St Paul MN
07/06 - 01/08
Duties:   invoice expense coding; create purchase orders; process department payroll; administer checkbook and budget; process month-end expense and utility reporting; process radio repair requests; administer keycard security system; vendor relations; correspondence transcription; answer telephone; order office supplies; filing; and mail

Scheduling Receptionist
Fairview Red Wing Clinic
Red Wing MN
05/06 - 07/06

Duties:  register new and existing patients; schedule patient doctor visits and medical procedure appointments
Account Service Representative, Agriculture Commercial Insurance
CHS Inc
Inver Grove Heights MN
11/03 - 11/05

Duties:   customer service; account executive and insurance company liaison; process new and renewal commercial insurance applications; policy invoicing; process endorsements-debit/credit; issuance of certificates of insurance and auto ID cards; cross selling products and services; reconcile out-going policies; and generate correspondence

Administrative Coordinator, Corporate Risk Management
CHS Inc
Inver Grove Heights MN
01/00 - 11/03

Duties:   personal assistant to the Vice President of Corporate Risk Management; calendar maintenance; meeting preparation; coordinate travel arrangements; correspondence transcription; broker liaison; administer property / casualty / marine insurance renewals; administer insurance premium allocation; issuance of certificates of insurance and auto ID cards; process workers' compensation self-insured state annual applications; order office supplies; answer telephone; filing; and mail
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COMPUTER EXPERIENCE:
Access
Lotus Notes
Outlook
TAM / Applied Systems


Epic
Microsoft Office
PowerPoint
Visual Compliance
Excel
Oracle
Quicken
Word
EDUCATION / PROFESSIONAL DEVELOPMENT:
Minneapolis Technical & Community College
St Paul Community College
Kaplan University
License, Minnesota Property / Casualty Insurance Agent
License, Minnesota Life / Health Insurance Agent (pending exam)
