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	OBJECTIVE
To positively contribute my skills, abilities, and qualities in a manner that is professional and efficient. To maintain a winning attitude that is also helpful and open to new ideas and concepts.

	

	
	
	
	

	JOB HISTORY/DUTIES
Customer Service Specialist

Department of Employment and Economic Development
Worthington, MN

Start Date: 12/07/2011  End Date: Present

1. Determine Resource Area customers’ unique service needs and job search goals and guide them to the appropriate workshops, tools, services, equipment (those physically-located in the WFC and those available online).
2. Answer phone so that WorkForce Center callers can access appropriate services and information to help meet their employment related needs.
3. Market job openings and promote WFC workshops and other services to customers so they are likely to recommend WFC services to others. 

Cashier

Wal-Mart
Worthington, MN

Start Date: 10/11/2011  End Date: Present

Provide quick and efficient check out for customers as well as friendly and helpful customer service. 

Support Staff

Southwestern Minnesota Opportunity Council
Worthington, MN

Start Date: 8/1/2009  End Date: 7/1/2011

For Child Care Resource and Referral (CCR&R):
 
1. Manage the CCR&R Lending Library, which includes maintaining inventory, receiving inventory, as well as check out and return processing.
2. General clerical duties as assigned. 

Dispatch Operator

Southwestern Minnesota Opportunity Council
Worthington, MN

Start Date: 4/1/2008  End Date: 12/16/2011

For Prairieland Transit System/Nobles County Heartland Express:

1. Answer calls for the Worthington Taxi Service as well as the Nobles County Heartland Express.
2. Dispatch them to the appropriate transportation service.
3. Maintain accurate logs, both written and data entry into Microsoft Excel spreadsheet.

	

	
	
	
	

	EDUCATION
DEGREE:     High School Diploma

Major: GED
Henry Foss High School, WA 


	

	
	
	
	

	LICENSES/CERTIFICATES/ADDITIONAL TRAINING
Adult/Infant/Child CPR

June 2011
American Red Cross, MN


	


