


To obtain a position that will enable me to use my strong organizational skills, inventory skills, and ability to work well with people.





Eden Production Manager


Eden Div. of US Music Corporation  


Montrose, MN  


Start Date: 10/1/1994 End Date: 10/1/2006  


Quarterly production scheduling, schedule employee's weekly production, purchase parts needed for 


Schedule, maintain Bill of Material Maintenance, control inventory levels, schedule end of year inventory, 


check weekly time reports for employees, handle time off/separation/warning notices, hire and interview 


Applicant’s, Employee Reviews, created monthly Incentive Program (product made vs. time worked), and training new employees.





Casey's General Store  


Montrose, MN  


Start Date: 02/2007 End Date: 04/2007  


Daily record keeping, Bank Deposit daily, Reconciling sales with deposit, daily reports sent to Corporate, Purchasing Product for Store, Sending in weekly order for Casey’s product, Weekly Milk and Pop Order.  HR/Payroll, Hire and interview applicants, sending bi-weekly report to Corporate on hours, Creating bi-weekly schedule, Training new employees.  Customer Service and learning all aspects of business from making doughnuts, pizza, and displaying of product.





Connie Jo Hauer





778 Bradshaw Ave. NE


Buffalo, MN 55313


763-244-3566


connie_hauer@live.com





OBJECTIVE





JOB HISTORY/DUTIES





Material Management


VitalDyne, Inc.  


Waverly, MN  


Start Date: 01/13/2008 End Date: 06/12/2009  


Weekly scheduling of Sales Orders with Production Meetings twice weekly.  Analyze Production Detail 


Reports for time needed on recurring jobs. Inventory Control and Receiving of incoming product 


purchased or customer supplied.  Used Vista program for purchasing, vendor input, part number input, bill 


of materials, scheduling, receipt entry, packing slips, and job traveler packets. Purchased parts per 


schedule.  Worked with customer drawings to calculate amount of material needed for project.  Helped 


with shipping when needed.  Used Excel for reporting time needed for jobs, amount of hours needed to 


complete jobs, engineering costs of parts needed for jobs, and tracking product.





Purchasing





T & T Electronics  


Brooklyn Park, MN  


Start Date: 04/2007 End Date: 08/2007  


Created numbers for Inventory System, determined parts needed for quarter, ordered parts, maintained 


and input bill of materials per new system, worked with vendors to get parts in on time, and used Internet 


to source parts.





Manager





EDUCATION





Alexandria Technical College, MN US


Bookkeeping I and II


Word


Lotus 123





Women’s Venture


Planning to Succeed





ADDITIONAL SKILLS





Account Receivable Work


Account Payable Work


Balance Statements


Organizational skills


Evaluating skills


Montrose Jr. Royalty Coordinator


Girl Scout Leader


Chaperone for Montrose Youth Group on trips


Bartending and Waitressing


Video Store Movie Rentals





Printers Apprentice


Graphic Enterprises  


St. Cloud, MN  


Start Date: 10/1/1990 End Date: 9/1/1994  


Typesetting documents, creating layouts, ordering supplies, customer Service, running printing press, and quarterly Federal and State tax forms.




















