Laurie J. O’Hara
81030 South Old County Road 23
Winona,  MN  55987
(507) 689-0923 (H)
(507) 429-9421 (C)
lhara@hotmail.com

Qualifications:
· [bookmark: _GoBack]Dependable, Organized, Conscientious
· Great Communication Skills, Clerical Skills and People Skills/Customer Service
· Computer literate in a variety of software programs; working knowledge of Microsoft Windows; Microsoft Word, Excel, Publisher
· Attended numerous seminars/conferences concerning social issues, receptionist duties, customer service, computer software programs, etc.

Education:
· Kindergarten – 8th Grade (Immanuel Lutheran School (Silo))
· 9th – 12th Grade (Lewiston High School)
· September, 1987 – June, 1988 Legal Secretary Program (Winona Technical College)
· April, 1992 Earned a Child Development Associate Degree through the Head Start Program

Experience:
Winona County Administration/Personnel/Finance Department
177 West Main Street
Winona,  MN  55987
Clerk I
October, 2011 – August 9th, 2012
Supervisor:  Deanna Johnson (507) 457-6547

Duties Included:  Picking up/sorting/delivery/sorting/metering the Winona County’s mail, verifying records from the Winona County Recorder’s Office,  scanning (imaging) the Winona County Board Meeting Minutes and Agendas, scanning files for the Winona County Veteran’s Department, filing for Winona County Human Services Department as needed






Winona County Environmental Services Department
225 West 2nd Street
Winona,  MN  55987
Clerk I
February 20th, 1996 – October, 2011
Supervisor:  Jill Johnson, Environmental Services Director
(507) 457-6552

Duties Included:  Receptionist duties, Customer Service, answering the phone, filing, making copies,  transcription, typing contracts, letters, memos, inspection reports, complaints, receiving mail, distributing the mail, faxing, creating awards, signs, posters, etc. using Publisher, scheduling interviews, worked at the yearly appliance collections and tire collections, manned the Environmental Services booth at Home Shows, Health Fairs, Winona County Fair, maintained many records (recycling, radon test kits, inspections, etc.), scanned FBL (Food, Beverage, Lodging) and Swimming Pool records

Secretary & Accounting Services
50 West 2nd Street
Winona,  MN  55987
Secretarial Temp
October, 1994 – January, 1996
Supervisor:  Dorothy Ruppert (507) 454-5804

Duties Included:  Worked at many different companies (RTP, Family Services, etc.) as a temp, performing secretarial and receptionist duties.  The last job that I had as a temp through Secretary & Accounting Services: 

Winona County Department of Human Services
202 West Third Street
Winona,  MN  55987
Secretary
December 1st, 1994 – December 28th, 1995
Supervisor:  Rita Wieczorek (507) 457-6200

Duties Included:  Typing (Pre-Petitions, Contracts, Child Protection Reports, Letters, Memos), Transcription, Filing, Receptionist Duties – Client reception, 63-line telephone, voice mail, destroyed highly confidential files, maintained records, fax machine, copy work, internal mail (sorting & delivery), mass mailing of 900 (once per month), worked on Maxis (State Linked – Highly Confidential Material), was certified in CPR and First Aid

Immanuel Lutheran Church (Silo)
22577 County Road 25
Lewiston,  MN  55952
Church Secretary
November 3rd, 1989 – December, 1998
Supervisor:  Pastor Rudolph H. Maurer, Jr.
(507) 523-2228

Duties Included:  Typing the weekly Sunday Bulletins, Monthly Newsletters, Letters, etc., designing bulletins for special events (Operetta, Christmas Eve, Choir Cantata), maintaining accurate records (births, baptisms, marriages, confirmations, deaths, transfers, releases, membership, addresses)

Hillsdale Township
Stockton City Hall
600 D Street
Stockton,  MN  55988
Township Clerk
March, 1994 – March, 1999
(507) 689-2005

Duties Included:  Record minutes of meeting, typing and posting of all elections, notices of Public Hearings on Petitions for a Conditional Use Permit, Board of Review (Equalization Meetings), Election Judge, Submit Election results promptly, distribute building permits, place ads in the newspaper.  I was certified as a Notary Public.













References:
Jill Johnson
Winona County Projects Manager
177 West Main Street
Winona,  MN  55987
507-457-6552


Robert Bambenek
Winona County Recorder
177 West Main Street
Winona,  MN  55987
507-457-6340


LaVonne Sawyer
Winona County Department of Human Services
202 West Third Street
Winona,  MN  55987
507-457-6200



