MICHAEL BULLARD, A.A.

5424 Irving Avenue N, Brooklyn Center, MN 55430

Cell:  (763) 772-3520 ( bulmic@bethel.edu
Experience in: Customer Service, Warehouse, Billing, Receiving, and Receptionist. 65 wpm.
Extremely Reliable • Quick Learner • Attention to Detail • Highly Organized
PROFESSIONAL EXPERIENCE

Warehouse, Delivery Assistant, Receiving Assistant – Home Valu Interiors (2005-2009)

Fridley, MN
Responsibilities: Load orders for transport.  Maintain vehicles and warehouse equipment (e.g. cleaning, inspecting, fueling, etc.) for the purpose of ensuring safe operation of vehicle.  Sort packages and other materials and supplies for distributing.  Transport orders and unloads deliveries at assigned site locations and/or to appropriate individuals. Check in and sorts incoming materials. Work as a team to coordinate detailed order processing and delivery. Four years of customer service experience.

Driver, Receptionist, Billing Assistant – Dor Corporate Transportation (2004)

Brooklyn Park, MN
Responsibilities: Perform general administrative assistant duties. Responsible for reception, telephone coverage and accepting deliveries. Inventory and organize office supply area. Process customer billing information and reimbursement programs. Facilitate inbound/outbound communications. Heavy interaction with customers.

Senior Custodial Technician – Heights Bakery (2001- 2004)

Columbia Heights, MN
Responsibilities: Independently schedule, coordinate, and perform routine and comprehensive custodial maintenance.  Repair minor plumbing and electrical problems.  Perform preventative maintenance. High level of independence and self-direction.

Volunteer Experience 

Counseling youth 3rd to 12th grade (2001 - 2008)

Redeemer Lutheran Church, Calvary Baptist Church, Cornerstone Church

Responsibilities: Facilitate, coordinate, and engage in discussion with youth.

Sunday services support (2002-2006, 2009)
Projection & Sound - Redeemer Lutheran Church, True Light Covenant Church

Responsibilities: Provide superior audiovisual experience. Identify and solve all computer and equipment-related problems. Engage in computer repair, reformatting, and reintegration. Engage in on-the-fly reworking of presentations if necessary.

EDUCATION & CREDENTIALS

Associate of Arts Degree (2005)

Anoka - Ramsey Community College, Coon Rapids, MN

Anoka - Ramsey Dean's List, Fall 2003, Spring 2004, Fall 2004, and Fall 2005

Anoka - Ramsey Outstanding Student in Philosophy, 2004-2005

Attended

Bethel University, Arden Hills, MN

Bethel University Dean’s List, Fall 2006
High School Diploma (2002)

Columbia Heights High School, Columbia Heights, MN

COMPUTER / TECHNICAL SKILLS

Hardware: PC
Tools & Software: MS Office (Word, PowerPoint, Excel)
High knowledge of PC systems and software. Extensive use both for class work and personal experience, ranging from writing papers to reformatting hard drives for friends.

Personal References: Upon request.
