Wayne LaBarre

13371 Andrews Avenue

Lindstrom, Minnesota  55045-9470

(651) 274-7177 – walaba8@gmail.com
EMPLOYMENT HISTORY:
Spherion Temporary Agency (August, 2008 to January, 2011)

Position: Clerical Temporary Associate

Positions: 

Word Processor, typesetting, document alterations, proof reading

Companies:
Merrill Corporation

FedEx Ground  (November, 2007 to July, 2008)

Position: Intake Clerk

Dealt with drivers requests on a daily basis

Generated daily pick-up lists for drivers

Modified lists as needed per drivers requests

Produced daily report of all changes made

Updated hand-held reference computers daily

State of Wisconsin  (February, 2000 to February, 2007)

Position:   Industrial Kitchen Worker

Sanitized work areas and washed dishes daily

Trained and monitored new workers

Saint Paul Technical College  (June, 1993 to August, 1998)

Position: Administrative Assistant

Typed documents using word processing software daily

Dealt with general public on telephone and in person on a daily basis

Registered and billed students for adult education classes

Maintained and updated department databases and mailing lists using Microsoft Excel and Access

Generated monthly expense, profit and projection worksheets using Microsoft Excel

Created a variety of forms and reports to satisfy requests from sales consultants and vice president

Produced daily letters and certificates using Microsoft Word

Dolphin Temporary Agency  (October, 1991 to June, 1994)

Positions: Data Entry Clerk, Call Center and Directory Assistance Operator, Receptionist, Clerk Typist, 



Administrative Assistant, File and Mail Room Clerk, Word Processor, Database and Spreadsheet Management

Companies:
3M, AT&T, First National Bank of Saint Paul, FBS Mortgage, First Trust Companies

EDUCATION:
Saint Paul Technical College: Business Microcomputer Specialist, Associates Degree, Computer Operations & Data Entry Diplomas
ADDITIONAL SKILLS:

Type 70 wpm

Data Entry at 22,000 KPH

Over ten  years of PC experience

Proficient in all Microsoft Office Suite programs

Strong written and oral communications skills

Excellent at multi-tasking and prioritizing work assignments

Strong dedication to employer and company

Adept in learning new software programs as well as procedures

Presents self in a professional manner

Proficient in multi-line phone systems

