Kalani Forss
2500 17th Avenue S Fl 2 Minneapolis, MN 55404
612-373-5732 kjforss72@gmail.com
 
    PROFESSIONAL SKILLS

· 5 years experience in computer maintenance
· 3 years experience in office and clerical
· [bookmark: _GoBack]2 years experience in warehouse assembly
· Certified in Lean Manufacturing
· Forklift Certified

· 

       WORK EXPERIENCE	
Assembly Technician 								               04/2012-Present
PPL Industries										Minneapolis, MN
· Assemble products according to customer specification 
· Sort batteries according to type for recycling
· Pack boxes and label for shipment 
·  Keep area clean and organized to maintain safety standards
  
       Computer Maintenance									03/2008-Present                                         
Computer Repair										Minneapolis, MN
· Clean up viruses and spyware
· Clean up junk files and defragment hard drives
· Diagnose issues with hardware and replace if needed
· Install Windows operating systems

Basic Needs Assistant									11/2011-04/2012
       Key Stone Community Services								St. Paul, MN
· Entered client registration into data base
· Created Excel tracking spreadsheets for three locations  
· Checked and verified client files for accuracy
	
Telemarketer								                             11/ 2007-02/2008
Jean Thorne										  Minneapolis, MN	
· Telephoned clients to conduct surveys with their current health plan
· Kept an accurate record of clients responses in data base

        Receptionist 								                             05/2007-10/2007        
Keystone Community Services								  St. Paul, MN		
· Received calls from clients, and scheduled appointments
· Transferred client’s to appropriate location using a multi-line phone system
· Helped staff with other tasks during downtime such as unloading supplies

Education
       Twin Cities Rise!                     Professional Development Program                                        2011
												  
       East Metro, O.I.C                   Software Applications Support 		                            2008  
  
												
