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Crystal Vrieze

505 7th St NE

Stewartville, MN 55976

507-272-2972

jcvrieze@hotmail.com

Objective                tc "Objective                " \l 4
To be in a positive work environment with benefits and to be a vital part of a company dedicated to excellence.               tc "To be in a positive work environment with benefits and to be a vital part of a company dedicated to excellence.               " \l 4
Job History/Duties                tc "Job History/Duties                " \l 4
Office Coordinator               tc "Office Coordinator               " \l 4
FHB, Inc.
Rochester, MN
Start Date: 1/2005 End Date: 1/2010
Manage a team of service technicians and customer service representatives, maintain 2 customer databases(one in access and the other in excel), data entry, contest standings, order office supplies, order contest winnings, answer 8 line phone system, work with access, excel, word, powerpoint, outlook express, adobe reader, snapshot viewer, ICVERIFY, fax & copy machine on a daily basis, after market sales, handle all shipping/receiving, run & process credit card transactions, maintain credit card log, submit warranties on purchases made, submit extended warranties, send Thank You letters, Manage machine inventory, maintain customer relations with manufacturer of our products, submit Return Material Authorization forms and products, website design, invoicing, collection follow up, setting appointments for service technicians if needed

Administrative Assistant                tc "Administrative Assistant                " \l 5
FHB, Inc
Rochester, MN
Start Date: 01/01/2004 End Date: 01/01/2005
daily sales reports, weekly distributor reports, monthly distributor reports, maintained contact with 6 different finance companies for credit approval for customers, ordered finance company contracts, maintained folders for sales associates with current and correct paperwork for training purposes, answered phones, ran copy/fax machine, worked with excel, word, outlook express on a daily bases, worked closely with sales manager to maintain status on open inventory and finance company approvals/turn downs/etc

Appointment setter                tc "Appointment setter                " \l 5
FHB, Inc
Rochester, MN
Start Date: 1/1/2003 End Date: 1/1/2004
making and answering phone calls and setting up appointments, assisting office personnel in additional tasks

Waitress/barista/manager                tc "Waitress/barista/manager                " \l 5
Sojourner Cafe
Lanesboro, MN
Start Date: 5/1/1999 End Date: 12/1/2003
Waited on tables, served beverages, made deli style sandwiches and espresso drinks, ordered supplies, did inventory, answered phone, ran cash register, trained in new waitresses/baristas

Education                tc "Education                " \l 4
Lanesboro High School

Lanesboro, MN 55949

Date Completed: 5/2001

High School Diploma


Rochester Community and Tech College

Rochester, MN
Date Completed: 5/1/2002

Major: Generals

Additional Skills                tc "Additional Skills                " \l 4
I have great computer skills and type 50-60 words per minute. I work with Microsoft Word, Powerpoint, Excel and Access as well as the Internet on a daily basis. Along with great people skills, I am very well-organized, proficient with computers, outgoing, honest, reliable and hard-working. 

Notes and Activities                tc "Notes and Activities                " \l 4
Work related~ Received 2 certificates for quality warranty submissions received in a timely manner to manufacturer.(only 2nd person to ever receive the award twice) Volleyball manager in high school, basketball manager in high school, volunteered at church functions with serving food and clearing tables. I have helped out and took care of my grandfather in a nursing home setting. 

References: 
Available upon request
