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	OBJECTIVE
Jennifer M. Herr
1409 4th Ave SW Austin, MN  55912
507-219-4456                jmherr27@gmail.com

Skills:
• Excellent Organizational Skills • Strong Customer Relations Skills
• Computer Proficiency • Data Entry 
• Telephone Skills • Word Processing and Typing
• Excellent Communication and Writing Skills • Filing

Computer Experience:
• Microsoft Word 2007
• Microsoft Excel 2007
• Microsoft Operating Systems; Seven, Vista, and XP

Work Experience:

Hormel Foods, Quality Control Clerk/Laborer
July 2003-Present 
• Conduct quality and food safety audits utilizing computer software and supportive equipment and devices to ensure quality standards and government safety standards are met 
• Operate machines to maintain quality and production standards while working with mechanical staff as a team to troubleshoot and improve processes
• Communicate with management and maintenance to ensure all processes are accurate with a great attention to detail and maintaining a high production standard

Various Retail Office and Sales Associate positions - Roger’s and Holland’s Jewelers, Younkers, and Maurices                     
August 1999-October 2002
• Provide secretarial support to sales staff along with providing efficient end of sale procedures for the customer and sales team members
• Maintain records daily for shipment and supply needs as well as assist the office manager with inventory and special order needs
• Assist team and customers on sales floor as needed with knowledge learned through diamond and gemstone quality training classes and seminars
• Demonstrate superior customer service while determining the needs of each individual and building a strong client base
• Exceeding sales goals through teamwork and skills learned from the completion of classroom training and seminars
• Accurate record keeping to track and maintain supplies and merchandise as well as assisting other staff as needed throughout the store
• Going above and beyond the 

	

	
	
	
	

	JOB HISTORY/DUTIES
Quality Control Clerk/Laborer

Hormel Foods
Start Date: July 2003  End Date: PRESENT
Conduct quality and food safety audits utilizing computer software and supportive equipment and devices to ensure quality standards and government safety standards are met  . Operate machines to maintain quality and production standards while working with mechanical staff as a team to troubleshoot and improve processes . Communicate with management and maintenance to ensure all processes are accurate with a great attention to detail and maintaining a high production standard  Various Retail Office and Sales Associate positions - Roger's and Holland's Jewelers, Younkers, and Maurices  

Unknown

Start Date: August 1999  End Date: October 2002
Provide secretarial support to sales staff along with providing efficient end of sale procedures for the customer and sales team members . Maintain records daily for shipment and supply needs as well as assist the office manager with inventory and special order needs . Assist team and customers on sales floor as needed with knowledge learned through diamond and gemstone quality training classes and seminars . Demonstrate superior customer service while determining the needs of each individual and building a strong client base . Exceeding sales goals through teamwork and skills learned from the completion of classroom training and seminars . Accurate record keeping to track and maintain supplies and merchandise as well as assisting other staff as needed throughout the store . Going above and beyond the customers' expectations and providing a "make their day" atmosphere while maintaining appearance and cleanliness of the store . Support fellow employees through teamwork and training exercises to improve customer experience and promote sales growth . Assisting management with inventory maintenance and store opening and closing procedures  


	

	
	
	
	

	EDUCATION
Major: Unknown
Austin High School
Date Completed: June 2001
Courses:  

	

	
	
	
	

	ADDITIONAL SKILLS
Microsoft Word 2007 . Microsoft Excel 2007 . Microsoft Operating Systems; Seven, Vista, and XP

	

	
	
	
	


