Charis Coggins
204 3rd St SW • Stewartville, MN 55901 • (507) 202-6558 

Skills
A professional dedicated to growth by constantly upgrading skills and participating in training opportunities. Professional demeanor; communicate effectively with all levels of the organization and the public. Recognized for leadership skills and willingness to do whatever is necessary to get the job done. 
• Extensive customer service experience. 
• Interactions with a variety of diverse people. Volunteered for several mission trips outside of the US, and volunteered in English classes for immigrants. 
• Strong desire to lead, and take pride in accomplishments. 
• Above average proficiency with computers.
• Ability to stay calm, and proactive in stressful situations.

Employment 

Executive Assistant 2011-present
Charter Communications – Rochester, MN

· Provide direct support to the Vice President/GM of MN and NE. Handling requests in a timely and efficient manner, manage schedules, coordinate travel plans, and prepare presentations.
· Coordinate resolutions for customers with concerns.
· Task member of the Customer Experience Transformation Team. Develop and organize ways to improve the customer experience with Charter through the employee’s.
· Plan and prepare for two large meetings (125+ people) each year. Gather quotes from several locations, develop agenda, and schedule activities.

· Update the MN/NE SharePoint on a regular basis with news and events.

· Applications used: JDE, Microsoft Word, Excel, PowerPoint, NT ACSR.


Administrative IT Coordinator 2006-2011
McNeilus Companies – Dodge Center, MN

· Provide direct support to the Vice President of IT. Handling requests in a timely and efficient manner, manage schedules, coordinate travel plans, and prepare presentations.
· Coordinate and lead Sarbanes Oxley Audit’s and other government controls.

· Orientate all new McNeilus employees on the IT standards and practices. Furnish training on Lotus Notes and computer basics.
· Coding of all IT department invoices, and filing of project and employee files.
· Provide support for the IT Help Desk. Answer calls from McNeilus employees and offer technical support for computers, radios, office phones and wireless phones.
· Applications used: JDE, Microsoft Word, Excel, and PowerPoint.
Staffing Consultant 2004-2006 
Key Staffing-Sioux Falls, SD 
· Supervise up to 125 employees out of office, and 4 employees in office.

· Handle minimum of 33 client accounts at any given time. Providing exceptional customer service by meeting deadlines, handling requests in a timely manner, conflict management and resolution between clients and temporary employees.

· Interviewing, hiring and terminating of potential and current temporary employees.
· Handle workers compensation, and unemployment insurance cases.
· Extensive computer use; including data entry, Microsoft Word and Excel.

· Member of SESHRM (Society for Human Resource Management), attend and participate in monthly meetings. Also participate in numerous continuing education programs.
· Medtox Drug Testing Certified.
· Certified Staffing Consultant, tested in employment law.

Lab Technician 2003-2004 
Mayo Clinic-Rochester, MN

- 
Perform pre-analytical phase of specimen preparation and handled bio-hazardous and    infectious material while following proper safety precautions.

- 
Knowledge of basic medical terminology, science and laboratory functions.
· Perform venipunctures on all ages, pediatric to geriatric. Also to include difficult venipunctures and line draws.
· Follow strict policies and guidelines for collecting and retaining specimens. Requires attention to detail and accuracy.

· Work as a team and independently.

· Maintain confidentiality.

Office Coordinator 2001-2003
HMI Industries/Apollo Air-Rochester, MN 

· A/P, A/R, payroll, process payments, collections, issue product warranties.
· Worked in front office providing courteous and prompt customer service.
· Supervise 10-15 marketers and sales representatives.
· Order office supplies.
· Extensive computer experience with Word and excel. Additional experience with QuickBooks and Peachtree.
· Arrange meetings and travel arrangements.
· Use of multi-line phone, fax, copier and other office equipment.
Volunteer
Volunteer Coordinator 2012-Present
Mission 21 – Rochester, MN
· Coordinate the efforts and needs of Mission 21 with other leaders through volunteers.

· Recruiting for open positions.

· Screen all applicants and perform background checks for chosen prospective volunteers.

· Communicate organization’s needs to the volunteer’s, and selectively pick candidates that have desired skills and passions for different teams.

· Develop and update volunteer position descriptions.

· Attend Trafficking Awareness Classes to be the voice for Mission 21’s needs and recruitment efforts.


Education 
Bachelors in Individualized Studies with a focus in Business

Minor in Human Resources, May 2011.

Metropolitan State University, St. Paul, MN.

A.S. Business Management, August 2008.
North Hennepin Community College, Brooklyn Park, MN 

3.76 Cumulative GPA. 

