Noelle O. Huffman

    27 E. New Haven St. Apt 4. Bloomville, OH 44818
567/207-7737       
	Summary of Qualifications
	I am a reliable, self starting and extremely hard working individual looking to offer 4 years of experience to an up and coming company with growth potential.  Proficient in Microsoft Word, Microsoft Excel, PowerPoint and Outlook.   Accustomed to working in fast pace environment and meeting tight deadlines. Excellent telephone and interpersonal skills. 



	Professional Experience
	2011-Present
Continental Structural Plastics                                        Carey, OH

Data Entry for Quality Department/Engineering Assistant
· Gather and compile data for the Quality Engineers
· Create graphs/charts for all of the data

· Attend meetings and present graphs, charts and data to Director of Operations

· Assist Quality Department with any clerical assistance needed
· Compile job books and distribute to appropriate location out on factory floor

· Assist the Engineering Manager with any task 

· Assist with Trial Waivers, ECN’s, and Quality Alerts that are distributed to the floor.
2010-2011
Cold Stone Creamery/Tim Hortans                 
              Findlay, OH 
Shift Leader/Opener/Baker/Closer
· In charge of the store when Owner/Manager is available or scheduled
· Direct contact with public

· Prepare meals and ensure orders are correct

· Experience with handling of unsatisfied customer
· Responsible for getting store opened and having everything prepared prior to customer arrivals
· Responsible for closing at end of day and ensuring that all the cleaning duties are done correctly and everything is stocked for the next day.
2008-2010                                     TNT Pizza                                                          Sycamore,OH
Cashier/Waitress/Cook/Closer/Opener
· Take orders over phone
· Direct contact with public

· Prepare orders
· Responsible for opening and making sure equipment is on and ready to go
· Responsible for closing of store, ensuring that all proper cleaning is complete and items are stocked and ready to go for next business day


	References
	Chris Twining, Director of Operations, Continental Structural Plastics, Carey, OH 43316    419/310-8049
Bret Hannam, Quality Manager, Continental Structural Plastics, Carey, OH 43316

 419/396-1228




