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QUALIFICATION SUMMARY
Goal oriented, results focused, energetic professional with expertise in detailed analysis, customer service, creative thinking and solutions. Computer proficient, team player, with the ability to learn independently.
Areas of experience and skills include
	· Verbal / Written Communication
	· Change Adaptability  

	· Customer Focused
	· Time Management 

	· Facilitation and Presentation
	· Analytical Thinking and Reasoning

	· Organization
	· Multi-Tasking


EXPERIENCE PROFILE
Mayo Clinic, Rochester, MN
2010-Present
Clinical Assistant
· Facilitate patient visits and supports the health care provider by anticipating and responding to patient needs and requests of health care team 
· Complete pre-examination record information 

· Manage the flow of patient materials
· Serve as a direct contact and resource to the patient
IBM, Rochester, MN
2008 – 2010
Financial Analyst

Analyzed financial information through use of several different software programs that include Excel, Hyperion Explorer, and Essbase.
· Partnered with members of Senior Management establishing cost reduction strategies as well as quarterly expense and headcount forecast trends.
· Developed spreadsheets highlighting details of expenses and opportunities for unique cost savings.
· Performed budget updates that moved headcount from one organization to another.
· Facilitated financial presentations on a quarterly basis that highlighted budget results and explained deltas.
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SCOTTRADE, Rochester, MN
2008
Intern

Supported daily office operations through excellent organizational skills and superior customer service.
· Assisted new clients with opening accounts allowing for a seamless new customer experience.
· Supported clients with technical issues that helped them utilize the tools and resources available to them.
· Communicated effectively through telephone and email resolving a wide array of customer concerns and questions.
CULVER’S, Rochester, MN
2002 – 2008
Assistant Manager

Served customers while supervising several team members regularly, managing inventory, opening and closing the store regularly, handling large amounts of cash, managing store operations.
· Developed employee communication skills by creating specific training exercises.
· Motivated team members through goal setting and action plans to achieve results.
· Successfully conducted interviews of prospective new hires.
· Solved customer and employee problems by listening and developing a course of action to resolve the issue in a quick and efficient manner.
EDUCATION

· Bachelor of Arts, Business Administration, Minor: Management Information Systems, Augsburg College, Rochester, MN, 2008, GPA:  3.884

TECHNICAL SKILLS

· Microsoft Excel, Word, Outlook, PowerPoint, database software (Access, Hyperion)






