Dottie McKenzie
202 2nd St.
Pineville, MO 64856

(479)418-3760
mcdottie@rocketmail.com
Profile
Always ready to give 110%; Willing to learn and expand responsibilities; Enjoys challenges; Gets the job done.

Skills

~Computer literate, Intermediate Word and Excel, Outlook
~Detail oriented

~Multi-tasking

~Well organized

~Able to work independently or as a Team Player

~ Exceptional Customer Service
Employment

Mailroom Clerk/Team Support, Jaeger + Haines 
Fayetteville, AR 
August 2007 – February 2010

~Issue insurance certificates.

~Set up new filing system.

~Create and assemble new customer files.
~Provide support to agents as requested. 

~Obtained pertinent information concerning customer’s policy.

~Open mail, sort and distribute throughout office. 

~Receive emails. Determine correct recipient and forward to proper department. 
~Pull policy owners file. Attach new mail and documents. Deliver to appropriate agent.

~Send out correspondence
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Assistant Manager, Sonic Drive-In
Fayetteville, AR

January 2002 – January 2007

~Supervise a crew of 20.

~Responsible for Store Operations in absence of manager.

~Provide First-Rate Customer Service.

~Accountable for handling all monies daily. 
~Prepare and deliver daily deposits to bank.
~Controlled paper and food costs.

~Place orders for food and products. 

~Assist Manager with monthly inventory.

References

Richard Langston (former manager)

Jaeger + Haines (479)521-2551

Fayetteville, AR

Natalie White (former co-worker/friend)

Jaeger + Haines (479)521-2551

Fayetteville, AR

Etta Norby (Assistant Underwriter)

Jaeger + Haines (479)521-2551

Fayetteville, AR

Betsy Yerton (former co-worker)

Jaeger + Haines (479)521-2551

Fayetteville, AR
