Hisako Hogstad

9119 Jeffery Ave. South

Cottage Grove, MN 55016

( 651-459-0491

E-mail: asako11127@aol.com
Profiles:
Proven multi-task whose dedication and positive attitude results in a passion for finding operational solutions to make an organization run efficiently. 

My “just do it” attitude produces a solid work ethic and a quest for continued learning and advancement. Obtain an office support position in accounting, payroll, finance, administration, collection, shipping, receiving, etc.

Summary of Qualifications:

Skills:

22 years of dependable, broad-based office support. Including:
· Receiving inventory, inventory control & reconciliation
· The same or next day billing, A/R, follow up A/R, Contract entry,  collection, A/P, A/P check issuing. Issue CM/Debit Memo, 1099 W-9, G/L
· Payroll/ADP, P & L, data entry, 

· Bookkeeping, receiving, filling, formatting, freight handling & assignment.

· Telephone customer service, effective problem solving & follow up

· Process manual preparation, product label generation
· Bilingual, fluent in Japanese
· Microsoft Word, Excel, Outlook, JD Edward (AS400), Power point, ADP, DSMI, Quick Book

Personal Strengths & priorities:

· Enthusiastic, hard working, very organized dependable, excellent use of time.

· Effective team player, dedicated, focused, consistent, persistent

Experience:

Invoicing, receiving, A/P CM/Debit
Weekes Forest Product        St. Paul       2004-2009
Payroll Manager/accounting

RMS


          St. Paul       2002-2003
Trader’s coordinator


International Protein Corp.   St. Paul       1999-2002
Trader’s coordinator


American Agco
    So. St. Paul      1995-1999
Education:

St. Paul Technical College

St. Paul, MN 
Technician Degree/Electronic 

Kyoto Girls University

Kyoto, Japan
Associate Degree/Accounting
Outside Interests:
Swimming, physical fitness, OUS travel & reading.

