Mara Brogan  
OBJECTIVE

Dependable, enthusiastic worker with transferable experiences and skills seeking an Administrative Assistant position.  Proven ability to follow instructions and carry out task in an effective manner.  Proficient in organization, dedicated to achieving high-quality results.  Self motivated with an upbeat positive attitude eager to apply my knowledge and to add new skills to my existing skills.  

SELECTED SKILLS

General Office
��� Organized and implemented activities in an efficient manner
��� Prepared reports and created documents on Microsoft Word
��� Answered phones and took accurate messages
��� Write up weekly reports on store use list to remove from inventory

Communication
��� Utilized Internet email as an effective communication tool
��� Answered phones in a courteous and professional manner
��� Established rapport with diverse individuals and groups
��� Demonstrated ability to express ideas in a team environment and influence action

EDUCATION

Diploma: St. Charles High School���St. Charles, MN
AAS: Vermilion Community College (Natural Resource Technology) ���Ely, MN
Certificate: Vermilion Community College (Wildlife Ecology)���Ely, MN  
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Shift Manager Ace Hardware���St. Charles, MN May 2011-Present

Resident Advisor Vermilion Community College���Ely, MN 2 years

Crew Leader Minnesota Conservation Corps���Maplewood, MN 4 years

Portage Crew (Internship) United States Forest Service���Ely, MN 1 year

Cashier/Clerk J.D. Mills Clothing Inc.���Ely, MN 3 years


