	MARIE G. MCCANN

103 1st  Ave SE  Altura, MN  55910
Phone: 507-796-9133  E-mail: yet.nate@yahoo.com 


	OBJECTIVE
	To obtain a position as an administrative Assistant/Clerical/Office Staff at MEB Resources, Managing for Effective Business


	EDUCATION
	Minnesota State College-Southeast Technical             Winona, Minnesota              
Certificate: Medical Secretary Transcriptionist                      May 2012                          

Systems Technology Institute                          Cagayan De Oro, Philippines                          
Diploma: Information Technology                                       March 2006                                         


	SKILLS 
	· Knowledgeable in Microsoft Word, Excel, PowerPoint, Internet Explorer, and E-mail messaging
· Bilingual (speak English and the Philippine language)
· Typing speed of 55+ WPM
· Excellent organizational skills, people skills, and fast learner
· Effectively manages time, multitasker, and very adaptable


	EXPERIENCE 
	Riverport Express Suites and Inn                            Winona, Minnesota                 Event Staff                                                                     July 2010 to present                                                          
· Greet guests, serve and prepare food, set up for wedding events, and do kitchen duties
· Display patience in dealing with others and ability to work as a member of a team in a fast-paced environment
· Exhibit responsible and trustworthy

Cagayan Online Company                       Cagayan De Oro City, Philippines Marketing Sales Assistant                                    April 2005 to June 2006
· [bookmark: _GoBack]Answered phone calls, scanned, copy, print documents, sales inventory, prepared time cards, and marketed products
· Performed secretarial duties and organized company records
· Demonstrated proficiency in secretarial jobs


	VOLUNTEER WORK
	Saint Anthony Parish Church Council                            Altura, Minnesota              Church Council Secretary                                                     2008 to present                                                                    
· Record church minutes, and save file in storage for future reference
Olmsted Medical Center                                        Rochester, Minnesota
Auxiliary & Chaplain Spirituality                              2012 to present
· Serve complimentary coffee, juice and muffins, working at the blood donor program, and organizing fund raising
 

	REFERENCES
	Available upon request.

	
	



