Ellzabeth A Sheridan .
- 7380 Jensen Ave S. » Cottage Grove, MN 55016 612—850-0506

PROFILE

Over eighteen years of professional supérvisory expériénce at.the Minnesota Pollution Control
Agency in the area of Operations Services. Sirong, effective cammunicator and leader who

--brings positive energy to the workplace and can build and manage a successful team.

EDUCATION Bachelor of Scuence, MN State Umversﬂy Mankoto

Mo;or Secondory Educohon/Soc:oI and Behaworol Sciences

- PROFESSJONAL EXPERIENCE
2001-pres. Office Servicés Supervisor 2

2000-01 *

199600 - -
j : Mtnnesoto Depan‘m ent of Tfode & Economxc Development St. Paul & Brotnerd MN

0.0 .0 ® -

Minnesota Polluhon Control Agency. St Paul, MN

Supervise Operohons Serwces staff in the areas of the lnformohon Desk, Communications support,
Legal services support, shipping & recewmg. copy services, central supply purchosmg fleet
management, and securitly.

- 14 years as the lead Agency fleet monoger monn‘onng uﬁllzoilon, procuring vehicles and

managing the leasing program.

- Prepare annual spending plans, manage purchose orders and andlyze budget data.

Plan fraining and development opportunities for staff. Ensure the Agency goals ore bemg met by

~‘parficipating consisfently.in Continuous Jmprovement projects.

Participate on Agency Management and Leadership Teams to ideniify and onolyze opero'honcl
problems, develop and implement policies and procedures, and recommend solutions to
improve business opérations. A

Hire, lead, direct, monitor and coach staff. Develpp annual work plans ond performance .
evaluations. - :
-Ovistanding lndmduol Achlevemem‘ Aword recipient 2004, 2006 '

-Agencywide Recognition Awards 2002-2005, 2007-2008, 2Q10-2014, 2017

'Account Execufive - :
; McLeod USA Publishing Company Bromerd MN (closed in 2001)

Reglonql occount execuhve for both ms;de call center and outside odverhSmg sajes.

- Developed marketing plans ond mformohonql mo’renols fo educo’re cllents, and sell odvemsm,g

programs 1o businesses.. .
Designed spec art ads, c0py. and proposqls for prospechve chents

: Wrote sales con‘trcc’rs, 'rrocked ond monl’rored oll revenue data and sales prOgress :

Offi ce Admmlsfrohve Specnohst lni & Senlor :

L Coordnoflon and ’rrccklng of state youﬂ'\ developmem and tourism grom progroms‘ _
- Preparation of ¢lient, fiscal, and prograom reports for Ieglslohve sessnons

Generated purchase orders.

Monoqu ond movn’romed mformchonol dotcboses



