
坤O e同和、

Bruce Skare
2009 Eagles Dr NW Stewartville, Mimesota 55976

Bruce. skare@gmail. com

507-884-09 1 3

0u盆職範ea償on§ :

●　Proven ability to use tooIs to assist co-WOrkers calls in a timely matter

'　Proven corm皿ication skills so co-WOrkers and leads understand what I doing on ca11s

●　Proven ability to leam quickly and adapt to new situations

●　Positive personality to support a pleasant envirorment

Expe正enee

Mayo Clinic

Access and Navigation Specialist

July 2020 - February 2021

●　Greet visitol・S and empIoyees

●　Pre-SCreen for Covid symptoms

●　View visitation exceptions in inpatient files

Hv-Vee Gas Station

January 2020 -July 2020

●　Maintain customer service qualdy

●　Accountability to keep store cleaned, freshness ofproducts, and shelves stocked

●　Greet customers and suggest items to purchase

●　Complete excel and word docunents for daily routines

●　Training new employees

●　ordering and stocki血g inventory

Charter Cormunications

Rq 2, C履StOmer Sbrr近e SB B脇ng; C#a庇γ B鵬iness ∴ S印tember 2013 - November 2019

● Improving skills in com帥mication with both co-WOrkers and leads

●　Wo血g my matrix to improve my al)ilities on calls and assis血g team mates as well

●　reVleWmg aCCOuntS and making sure services and installation matches when sched山ed

●　Assisting with team members call control to meet metrics

●　Review bi11s and payment history. Locate payments with co11ectious and research

department.

●　Review bi11s, advised of payment options, reView services and o蹄汀ed suggestio皿s of

what services are available for their business needs

乃chnica1 4d融07; C%arわr B榔iness November 20 1 0-September 20 1 3

'　Advising with bo血technical and billing on customers account,

●　Da11y review ofpersonal metrics and setting goals to help team meet their stats

●　Providing team membus with answers to improve call flow and quality

●　Educating customers on service and products to fit their business needs



//

Broadband Zおh &,eCia擢Apri1 2008-November 20 1 0

●　Providing technical assistance with Cable TV and Intemet

e Reviewing Services and Bi11ing Statements

. Educating customers on new products and services

●　Applying Credit or Charges to customers accomt

Labor Ready

C海stomer Selγice Rq March 2006-March 2008

'　Assisting employee’s application both new and existing and keeping job skills updated

●　Telemarketing and onsite visits wi血new clients and existing clients

●　Processmg CuStomer乱es and updating their sta綿ng needs with skilled empIoyees

●　Halning new and existing empIoyee wi血jobs ski11s and safety



Re量atable Skills

●　Training new empIoyees to follow procedures and policies.

●　Excel in Microsoft products for accuracy

●　Fast leamer, Willing to try things皿ew

●　Excellent customer service over lO years
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Date: May 4th,2021

To Whom This May Conce「n,

My name is Amy Aakre and p「oud to offer my recommendation of B「uce Skare to whom

i have pe「sonalIy known fo「 20 years as my F「iend and then cousin.

Du「ing my 「eIatjonship with B「uce Ska「e l have expe「ienced an individual who shows up

ea両e「 than asked’WO「ks hard, and car「ies themseIves in a po-ite, reSPeCtabIe manne「.

In addition, Bruce Skare is a fa両y-PerSOn Who has a-ways presented themselves with

Ieveiheadedness and grace.

I can say with aii of Bruce,s work history of custome「 service he wou-d make a good

aSSet tO the team as he brings with him sharp computer sk帥s, mu剛ne te-ephone s畑S,

aS WeiI as a f「iendiy natu「e and strong w岨o assist custome「s to the best of his

Piease do not hesitate to contact me ifyou shou-d requi「e any fu皿er infofmation.

Thankyou,

Amy Aak「e

TeIephone (507)206-7800

E-Ma= neikokeita@yahoo.com



//

05/05/202 1

RE: Bruce Skare

I know Bruce from our time at Mimesota SchooI ofBusiness

(MSB), We Were both trying to advance in our adult careers. He
is organized and on time with class prqjects. Bruce gave a few

Oral presentations that were easy to follow along and understand.

Bruce was also prepared for any follow up questions that could

be asked by fellow classmates. During group asslgmentS, if

Others were負off course" he directed others back on task. Bruce

is weH versed in a11 Microsoft programs.

The personal side that I know ofBruce, is that he i?

excellent at active listening. Being a father, he also has to make

daily judgement and decision making fair for all, therefore

avoiding conflicts. AIso, time management and prioritizing task,

as multiple children and multiple activities deman。 this daily

routine.

Ifyou have any餌her questions about Bruce, yOu may

COntaCt me daily unti1 2p.m. at 715 - 317 - 0196. I do believe

that he is an excellent fit as he is approachable on many levels.

Bruce would make a great寝first fa′Ce" ofany company.

S incerely,

Sara Schutz
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Applicanl’s Name:

Dcn†e/ Time:

CMG / Roches十er Mea† Company

In†erview Ques†ionnaire

小　的畑人

Pos帥On aPPlied for:

1. Why doyou wan† †o come work a† †he Roches†e「Meq† Company?

小冊(方　〕けい　映り0因)蚤ノゆ・

2.幽宮川。 柄立しノ小のレJ …う.
abou† your previous work expe「ience?

3. Wha† did you like mos† abou† your presen†/pas† jobs?

両肌　し叫Vリ〕/レ　吋し

辛鰭鱒鶉節剛Obs8平年ル周れ研

6. Some†imes conflic†s can arise w冊co-WOrkers. How have you handIed conflic†s w冊

COWOrkers in †he pas† (Or howwouId you handle a con輔c† w冊a c○○WO「ker)?

八神やルルSしわ¥伽小のJ年…〆・中れ、ルルみ

M叫や叫の〆生母の一項
7. Some†imes disagreemen†s can arise be†ween supervisors and empIoyees. How ha>e

you handied disagreemen†s wi†h yoursupe「visor in †he pas† (Or how wouId handIe a

disagreemen† w冊your supervisor)?

年末レイの和み当初良め伊あて岬
や車両畔も最甲子し乱イ岬畔’
8. W冊any newjob †here are a lo† of冊ngs †0 leam in a short period o川me. What

華鵜f了嵩謹言芋豊申請∪一葦の紅
でのもししんの/伊
9. Roches†er Mea十Company has a lo† of safe†y ruIes and procedures. Doyou fee=ha†

SOme†imes旧s accep†abie †o ignore safe†y ruIes剛heips you compIe†e †hejob fas†er?

一陣ペンの竺㌢時o



/」//’

1 0. How would you s†ay mo†iva†ed whiie performing repe冊ve cIerica=asks?

和人,Vい)同厨」へル　…しわル十時γ圧

1 l. Wha† aspec†s of assis†ing HR managers do/wouid you enjoy most?

拘りJ医科幸手/ルーくンし/当

12. How w川yoursk川s help you succeed on †hejob?

V扉へ　小生かγ作品中でし時の也を十のル誰.

13. How doyou handle working under†igh† deadlines?

啓子一高年少ク=日中卑近引く困れ十匹丞のし。
13"Areyouable†owork†hescheduied sh冊-Monday冊ough Friday?　YE§　NO

めけル「トへ直人′伊、-し当時叫べ博的
団嗣

晶、ふ
哩生

国四四
〇星雪雪国



Human Resources Assis†an†

CMG is now h而ng for a PartTime Human Resources Assis†an† a† Roches†er Mea† Company in

Roches†er, MN.

Since 1971,縮$ /oca/ meot processing p/an油a∫ t/Sed /ts Midwestem work-ethic to se油he /movafron barhigh. And no既的ey

a予e /ook/ng to 。dd to勅cl亡SClme feam.げyou clre庇Jrdwork/ng, d誰ge帝C)nd w。n亡ing to join c]n G5t’。b〃shedでeam w励c噂reC江

Culture ond po擁ive work e刑ironme旬/ook noカ所her.

Schedule:

Pa古市me (20-24hrs per week)

Days and S†ar=ime fIexibIe.

Wage is based on experience and sk用se†.

Du†ies and Responsibil帥ies:

The Human Resources Assis†an† performs adminis†ra†ive †asks †o support冊e effec†i>e and

e冊cien† operations of the Human Resources Departmen†.

●　Processes insurance bene冊enro=men†s, Changes and cance=ations and assis†s wi†h冊e

annua=nsurance open enr0=men†.

. Issues COBRA no†ices as required, main†ains records of COBRA elec†ions, Paymen†s, and

COrreSPOndence.

・　Processes FMLA and ShortTerm Disab冊y paperwork.

・　Answers ques†ions from empioyees and refers compiex ques†ions †o HR Manager.

・　Main†ains Safe†y and HR †「aining rec○rds (PaPerand elec†ronic主

・　Assis†s with empIoyee ac†iv冊es including pIan† mee†ings, COOkou†s, e†c.

・　Serves as backup for HR recep†ionis†.

・　Main†ains accura†e and up-†orda†e human resource f航es.

・　Perfoms o†herdu†ies as assigned.

Qua聞ca青ions:

・ High Sch0OI DipIoma and prior reIa†ed human resource experience preferred.

.　Working knowIedge of Microso什Word, Excei, Ou†iook.

.　Strong organ度ational sk紺s and a‖en†ion †o de†a出

. S廿ong verbal and w冊en communication sk川s.

●　S†rong in†e「personaI sk紺S and †he ab冊y †o in†erac† wi†h employees from various cuル「es and

backgrounds.

・ The ab掴ty †o ma冊ain confide掴alfty of sen細ve infoma†ion.

Benefits:

B主Weekly Pay

No Weekends

常子重　器中富↑

Compe冊ve Vaca†ion Package

Grea† wo「king environmen†

Weekly Mea† DeaIs



/
ifyou are Iooking fora posi†ion you can g「ow w冊and a grea† c○mpany †o work w冊, †his is your

OPPOhun時


