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4959 W. 6th Street #4 
Winona, MN 55987
507-429-2396
cckz@hbci.com

EMPLOYMENT OBJECTIVE:

To obtain a position where I can maximize my customer service and organizational skills
SUMMARY OF SKILLS:

· 
Detail oriented
· 
Strong typing skills 
· 
Computer knowledge of windows, XA, AS400, and the internet
· 
Efficient, willing to go above and beyond, caring, responsible, punctual, dependable 
· 
Microsoft Word & Microsoft Works
· 
Ability to multi-task and prioritize efficiently
· 
A team player
· 
Self-motivated and willing to learn
· 
Initiate work tasks as needed
·  
Accurately entered orders with less then a 1% error rate (dollars entered $3.1M)
EMPLOYMENT HISTORY:

Customer Service, WinCraft, Winona, MN   




12/04-present 
· Coordinate orders with customers, sales representatives,
   art, traffic, licensing, and production to ensure customer satisfaction
· Assist customers via telephone to solve problems, take orders, and answer questions
· Work directly with the sales representatives to assist in daily sales tasks
· Emphasize with both the customer and company to obtain a positive result for both
Infant Teacher, Early Learning Center, Winona, MN 



6/00-10/04

· 
All aspects of caring for infants ages 6 weeks through 22 months
· 
Answer telephone and direct incoming calls to appropriate destinations
· 
Market services by interview and tours of center
EDUCATION: 


Elementary Education, Bachelor of Science, Winona State University 

High School Diploma, Arcadia High School

