AMUNA S. KENYI
4513 20 ½ Ave NW Rochester, MN  55901
507-250-3488 amuna24@hotmail.com
________________________________________________________________________________________________

OBJECTIVE:    To pursue a job using skills in Human Resource Management and Business Administration. 

PROFESSIONAL QUALIFICATIONS
Achieving Bachelor’s Degree in Human Resource Management and Business Administration in                                  December 13 2013
years’ experience in Customer Service 
years’ experience in Inventory Control
   Experience with OS systems, Excel and MS Word computer software applications
   Experience in operating almost all office equipment; cash register, multi-line telephones
Detail oriented; multi-tasked; team player; energetic; willing to learn; enjoy new challenges
Able to represent a company with professionalism

PROFESSIONAL EDUCATION
SAINT MARY’S UNIVERSITY, Rochester, MN (GPA 3.33)
[bookmark: _GoBack]Bachelor’s Degree – Human Resource Management and Business Administration – December 14, 2013

Special Skills/Projects:  * On the job training/Off the job training with return on investment
			* Performing interviewing one on one and panel interviews 
			* Marketing projects

JOHN MARSHALL HIGH SCHOOL, Rochester, MN
Diploma

EMPLOYMENT HISTORY
2012 – Present	 	DIVERSITY COUNCIL, Rochester, MN
				Internship		
     			        Organizing folders and filing paperwork
· Prepare set up for events 
			         Helping in setting up for the corporate training program meetings
· Assisting  
· Typing 

2005 – 2013		MANPOWER – IBM, Rochester, MN			
				General labor-Inventory Control
				 Proficient utilization of 10-key calculator and accurate data entry for database
 Tracking inventory, using inventory control system to track use of parts to prevent variance, which directly impacts cost 

2009   			KOHL’S, Rochester, MN
				Customer Service
				 Follow company policy and procedures for returned items 
				 Highly skilled in telephone and personal communication 
				 Resolve concerns and focus on satisfying customer needs 
				 Display products for maximum sales exposure
				 Promote products to customers via verbal communication and networking
				 Foster repeat business by providing quick professional service

1999 – 2001			DAUBE’S BAKERY, Rochester, MN 
				Cashier/Ordering		
			 Highly skilled in telephone and personal communication 
			 Adept at composing letters and handling follow-up 
			 Prepare bank deposits, balance daily receipts and reconcile accounts 
			 Foster repeat business by providing quick professional service

REFERENCES
			Available upon request 

