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Wendy Olsen

	Objective
	I want to continue to gain experience and make the most of my potential.  I want to grow in ways that benefit both the company I work for and myself.

	Experience
	February 2011 – Present       Behr’s USA Flooring                 Dundas, MN

Administrative Assistant

· Answer phones, run credit card sales, schedule estimate visits and installations, order products

· Enter sales invoices into Quick

· Provide sales support for customers

July 2008 – August 2010        Bon Appétit @ Carleton             Northfield, MN

Catering Admin

· Meet with clients to create contracts for events that suit their needs, focusing on building and sustaining long-term relationships with the clients.

· Prepare and approve billing and payroll before sending in for final payments, and run CaterEase reports reflecting these payments.

· Manage and create schedules for more than fifteen employees, including both full-time and on-call staff and supervisors  

· Enter events into CaterEase and distribute to all catering departments.

· Experience supervising and overseeing events when needed, including large events during Reunion and Commencement, weddings, student banquets and receptions.

June 2001 – July 2008
       Heine Agency Inc,                          Faribault, MN 

Administrative Assistant 

· Greet customers and perform routine clerical duties such as answer multiple phone lines, file paperwork, fax and copy documents, order all office supplies, and much more.

· Responsible for monthly billing of homeowners, auto, farm, and packaged homeowners insurance policies, and collect dues for policy premiums and print out receipts.

· Prepare monthly renewals for agents, and prepare new policies and changed policies for endorsement and data entry.

· Prepare agency for daily opening and closing.

	
	

	Education
	1984 – Faribault Sr. High School

	Skills
	· Over 11 years experience in office setting

· Ability to prioritize, multi-task, and self-instruct

· Excellent customer service skills

· Computer skills

· Attention to detail

	References
	Connie Borst                                  507-334-4781

Lorri Herrley                                  507-685-2391


