Carmen D. Kolar

1128 – 9th Street

PO Box 809

Howard Lake, Minnesota 55349

320.699.1457

carbuhrator@hotmail.com
OBJECTIVE_________________________________________________


To procure a position that will enable me to utilize my business related skill set.

SKILLS_PROFILE:___________________________________________

· Accounts Receivable

-    Accounts Payable

· Payroll



-    Employee Direction/Supervision

· Collections


-    Pricing

· Inventory Control


-    Checking Account Reconciliation

Additionally, I am familiar with myriad computer programs including:  Microsoft

Word, Excel, PowerPoint, Access, Internet Explorer, Outlook, QuickBooks Pro, Mind Your Own Books, Word Perfect, Harvard Graphics, Truck Tracks and PC Miler.  I am also adept at operating 10 key adding machines, copiers, printers, scanners and facsimiles.

EMPLOYMENT HISTORY___________________________________
May, 1999 – June, 2009               City of Darwin, Minnesota





       P.O. Box 67, Darwin, MN 55324
Liquor Store Manager/City Clerk-Treasurer

City Clerk-Treasurer: 

· Ran Payroll


-    Performed Collections


· Issued Building Permits

-    Verified Zoning Setbacks
· Handled Utility Billing

-    Created Meeting Agendas

· Recorded Meeting Minutes
-    Performed Annual Audit

· Acted as Head Election Judge
-    Ran A/P & A/R

Liquor Store Manager:

· Interviewed, Hired, Scheduled, Supervised & Dismissed Staff

· Managed Inventory

-    Marketed Product

· Priced Product

July, 1998 – May, 1999               Litchfield Shipping              



      425 South Chandler, Litchfield, MN 55355
Office Manager:

-    Verified Insurance Certificates
-    Covered for Dispatchers

-    Reconciled Checking Accounts     -    Ran Payroll

-    Ran A/P & A/R
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EMPLOYMENT HISTORY_(Continued)_________________________
October, 1997 – July, 1998  

NP Brokerage




 
Litchfield, MN 55355

Office Manager:

    -    Leased Driver Settlement
-    Ran Payroll

    -    Filed



-    Covered for Dispatchers

    -    Ran A/P & A/R

October, 1987 – October, 1997
Litchfield Precision Components, Inc./Innovex





One Precision Drive, Litchfield, MN 55355
Over the course of ten years, I held positions in Shipping & Receiving, Quality Assurance and Customer Service.  My responsibilities included but were not limited to the following:  logging phone orders, filing blueprints, updating blueprint revision logs, creating forecast reports, mass mailings, entering orders, operating computer aided measurement scopes and recording results, issuing supplies, preparing packages for shipment, data entry, developing flowchart procedures and interacting closely with internal engineering staff as well as external customers.

EDUCATION:________________________________________________
Litchfield High School, Graduated June, 1986

Willmar Technical College, Accounting & Business Accounting


Completed Year 1 of a 2 Year Course 

PERSONAL STATEMENT:_____________________________________
I am a person long on work ethic.  I enjoy interacting with all kinds of people and I pride myself in finishing the tasks I start.  I relish the opportunity to learn and to take on new challenges and I feel my work history depicts the type of employee that would be an asset to most organizations.
REFERENCES:_______________________________________________
· Kevin Frericks, Dispatcher, Litchfield Shipping  320.693.6262
· Michael Thomas, Owner, Litchfield Shipping     320.693.6262

· Michael Wick, Sales Representative, Innovex      320.593.6492

· Jennifer Ramgran, Employee, City of Darwin      320.434-0466
