Ryan Oftedahl

1212 SOUTH OAK STREET LAKE CITY, MN 55041
(651)983-2264 * R.OFTEDAHL@GMAIL.COM




OBJECTIVE
Staffing Specialist

SUMMARY OF QUALIFICATIONS
*   Strong use of Microsoft Word, Outlook, Powerpoint and Excel
*   Adept at building relationships
*   Proficient in use of general office equipment (fax, scanners,
printers, filing etc.)
*   Highly developed analytical and problem-solving skills
*   Detail oriented, very organized; strong time management skills
*   Great ability to multi-task
*   Accomplished communication skills; face to face, phone and
computer as needed
*  Outstanding customer service skills; conflict resolution with the
ability to determine fair outcomes for all parties involved which in
turn retains the customer, employer or client.
*  58 WMP

Professional Experience
March 2012- Present, Mayo Clinic, Rochester, MN 55901
Records Management, Health Information Management Services
*  In the process of transferring records from Microsoft Excel into another database
*  Responsible for the inventory of all records stored at the Records Warehouse
*  Responsible for supplying requested records per department guidelines
*  Responsible for keeping track of all records sent to the records warehouse for storage
*  Responsible for taking phone calls/ answering email from those requesting information on storage of records at the warehouse
July 2009-April 2012, Lowe's Companies Inc. Oak Park Heights, MN 55082
Manager; Receiving, Delivery, Freight Flow
*   Open the store on a daily basis-first manager in.
*   Schedule and route outgoing deliveries (appliances, various other
product) on a daily basis
*    Directly supervise fifteen employees between three departments
(largest in the store)
*    Responsible for daily operations of the receiving department;
responsible for accurate completion of daily receiving reports;
responsible for ensuring general upkeep of receiving area
*     Responsible for communicating with customers regarding specifics of
their orders and deliveries. Responsible for providing excellent
customer service

Promoted this to this position


April 2008-July 2009, Lowe's Companies Inc. Oak Park Heights, MN 55082
Product Service Manager
*       Directly supervised a four person crew
*       Scheduled daily tasks and projects, related but not limited to
merchandising
*       Responsible for product placement per company guidelines
*       Made changes to product sets based on sales performances
*       Held weekly meetings with associates
Promoted to this position

                       August 2007-April 2008    Lowe's Companies Inc.
 Oak Park
                      Heights, MN 55082
Sales Specialist-Live Nursery
*       Responsible for inventory control and loss prevention in the nursery
department
*       Responsible for some ordering of live nursery product
*       Responsible for providing outstanding customer service
*       Was a customer service associate prior to this position (April
2007-August 2007)
Promoted to this position

 June 2003-April 2007, Wabasha Properties, St. Paul, MN 55107
Barista, site manager
*       Had hiring, payroll and scheduling responsibilities at a café in
downtown Stillwater
*       Ordering responsibilities
*       Responsible for daily operations on site	
*       Responsible for providing excellent customer service
*       Was a greeter and bartender at a banquet facility in St. Paul MN
*       Customer service was main focus in all positions


EDUCATION
University of Wisconsin-River Falls, River Falls WI
*       Studied Marketing Communications, Journalism
Century College, White Bear Lake MN
*       Studied Marketing


REFERENCES:

Nik Costello
Washington County Engineer, Stillwater, MN
(651)491-9704

JT Bealka
Colorado Mountain College, Glenwood Springs, CO
(651)216-1401

Lee Sather
Sather Solutions, Stillwater, MN
(651)439-1712

