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2615 W 60th st  


Minneapolis, MN 55410  


(925) 212-6388  


irenemw@gmail.com





OBJECTIVE





To obtain employment





JOB HISTORY/DUTIES





Purchasing Support


W.P & R.S. Mars Supply  


Bloomington,MN  


Start Date: 10/2002  End Date: 12/2009  


Update pricing in the system, set-up new part numbers and new vendors, In charge of inventory cycle 


counting for 3 warehouses, handled all discrepancies of incoming purchase orders, expedited and 


confirmed all purchase orders, and anything else that supported the purchasing department





Customer Service


Total Tool Supply  


Saint Paul,MN  


Months of Experience: 18  


Answered phone orders and questions.  


Worked with walk in customers (mostly Contractors)  


Stocked shelves in store area.   


Called customers when orders were ready for pick up  


Worked on the city desk





2nd Assistant Millwork Department Manager


Menards Inc  


West Saint Paul,MN  


Months of Experience: 5  


Ensure customers received timely, accurate and professional service.  


Supervise 10 employees.  


Train new associates on customer service, safety, product knowledge, receiving shipments and special 


orders.  


Implemented selling techniques to improve sales.





2nd Assistant office Manager


Menards Inc  


West Saint Paul,MN  


Months of Experience: 18  


Supervised 57 employees.  


Ensured customers received timely, accurate and professional service.  


In charge of training personnel in Customer Service, Accounts Payable, and Customer Payments.  


Managed paperwork and billing for store departments.  


Managed daily cash flow reports, bank deposits, taxes, net sales and special orders.





ADDITIONAL SKILLS





Good mathematical aptitude.  


Good problem solver.  


Understand and complete instructions.  


Ability to read and interpret documents and reports.  


Basic computer knowledge.  


Working knowledge of excel and word.  


Prelude system knowledge.








