Marcia C. Dworschak
S3322 Hwy M

Fountain City, WI  54629
(507)313-6452
SUMMARY OF QUALIFICATIONS

*Proficient in Excel, Peoplesoft, Outlook and Word.                              *Extensive customer service background.

*Hard working, detail oriented, able to multi-task effectively.                             * Excellent communication skills. 

*Able to learn and apply training/skills quickly and efficiently.

Professional Experience
   Sprint, West Salem WI/Winona MN






          June 2011 –Jul 2012
        Customer Service Representative
          *Taking inbound calls for center

           *Resolving customers issues on the first call

           *Knowledge of systems to handle customers requests efficiently and effectively

   Extra Space Storage, West Palm Beach, FL  33409                                                                                        Sept 2008 – Dec 2009
         Assistant Manager/Storage Consultant

           *Responsible for showing and selling rental units to customers in store and over the phone.
           *Handled lease paperwork, entering all current customer information and new customer surveys.
           *Marketing by going business to business and handing out company information to potential customers.
   Fastenal, Winona, MN 55987                                                                                                                         Aug 2004 – June 2008                                                                                                    
        National Procurement Specialist/Buyer                                                                                                               Jul 2006 – June 2008                                                              
        National Procurement Corporate Stores/Inventory                                                                                            Mar 2006 – Jul 2006                                                                                                               
          *Purchase product for hubs and branches from our domestic vendors.    
         *Purchasing fill-in product for the Fastener group until overseas product arrives. 
         *Support for all orders by doing expediting, nonconformings, and match exceptions, to help ensure orders are fulfilled.
         *Use of Excel spreadsheets to ensure reports are kept current.
         National Procurement Support /Inventory                                                                                                        Feb 2005 – Mar 2006
          *Handled expedites, nonconformings, open prepays efficiently to help ensure orders are fulfilled.

         *Effectively communicated with 100+ vendors and all hubs to track shipments and locate product.

         *Accurate reporting functions utilizing Excel.
        Product Logistics Support – Item Tree                                                                                                                Aug 2004 –Feb 2005
          *Researching, reviewing and entering data with precise detail into Excel spread sheets while meeting deadlines.  

          *Communicating with Product Managers and vendors regarding part numbers and descriptions.

   Sonitrol, West Palm Beach, FL  33401                                                                                                   May 2002-Jun 2004
        Accounts Payables/Receivables 

          *Responsible for all bookkeeping and cost control.
         *Performed ordering and purchasing duties.  
         *Monitored alarms for clients while dispatching police, fire or medical personnel to handle dangerous situations.
   Emmanu-El Consulting, West Palm Beach, FL   33401                                                                  Dec 2001-Apr 2002                              
        Leader

          *Raised funds for the Center for Missing Children in Tampa, Florida, by selling selected items.
         *Trained in new employees.
   Fastenal, Winona, MN 55987                                                                                                                Aug 2000-Sept 2001
        Order Picker – Inventory Control

          *Filled and picked branch orders correctly and efficiently. 

         * Inventory counts in the warehouse for inventory cost control.
         *Assisted with store set-up in Rice Lake, WI.

   Education

        Mount Senario College, Ladysmith, WI - Bachelor of Arts – Health & Recreation Administration   

