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Experience

2008-Recent                         Bethany Press International   Bloomington,MN

Manufacturing Assistant

· Staffing for presses and bindery

· Hazardous Material management and recycling

· Assist in safety program
· Purchasing Admin.

· Order fulfillment

· Physical Inventory counts/Shipping/Receiving

· Outside activity planning
2004-2008                         Chromatography Technology Services   Burnsville,MN
Administrative Assistant

· Customer service

· Purchasing Admin.

· Order fulfillment

· Engineering Admin.

· Physical Inventory counts/Shipping/Receiving
· Outside activity planning
2001-2004                           Burnsville High School          Burnsville,MN

Job Coach

· Career Search

· Application and interview process 

· Resume preparation

· Study and class help

2000-2001




Apothecary Products             Burnsville,MN

Inventory Control Supervisor

· Supervising inventory clerk

· Spreadsheets on cycle counts and analyzing problems on counts

· Publishing memos on inventory dollars

· Attending meetings and writing Sop’s

1999-2000
Apothecary Products
Burnsville, MN

Inventory Control Specialist

· Daily cycle counts and reporting of inventory moves.

· Inputting data from production of subcontractors as well as in house assembly.

· Training on fourth shift computer system to employees.

· Trouble shooting for high inventory levels and setting standard operating procedures.

· Physical inventory counts.

1997–1999
Minnetonka Brands Inc.
Eden Prairie, MN

Inventory Control Clerk

· Maintained inventory for assembly in house as well as 12 subcontractors.

· By use of the fourth shift system I made adjustments to inventory, receiving and cycle counts.

· Retained position of safety leader and received my basic first aide and CPR certification.

· Did receiving into system.

1991–1997
CP SoftSoap Enterprises
Chaska,MN

Line Leader/Line Technician

· Supervision of a production line with 5-12 technicians.

· Key person in training new hires and line leads.

· Trained in quality checks, changeovers and efficiency on the line.

· Involved with education team, I was a key member in implementing PLATO an education module for basic skills.

· Back up in inventory, receptionist, and lab and quality dept.

1988–1995
Mount Olivet Rolling Acres         Excelsior,MN


Residential Counselor

· Supervising activities of five or more clients with mild to severe disabilities.

· Tracking progress of hygiene, social and behavioral programs.

· Bringing clients on outings into the community.

· Assisting with morning and evening routine.

· Worked in large and small group home settings.

1995-1996 

Nordic Track



Chaska,MN
Sales Representative

· Incoming sales calls and customer orders.

· Had intense training on diet and exercise, as well equipment training.

· This was a part time position.

1990-1991                Mankato Rehab.                                    Chanhassen,MN

Job Coach

· Monitored and assisted people with disabilities on the jobs as well charting progress.

· Drove bus for the client’s transportation.

· Behavior programs.

Interest: Reading, children, Friends, walking and family

Education: Chaska High School graduate 1989

Hennepin Tech-basic typing

Normandale College -Spanish 101 & Spanish 102 and tech.writing
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