Hayley Oster
2387 County Rd 7, Marshall, MN 56258
    ♦     507-828-1600     ♦     h_oster45@hotmail.com                                            
	
	
	
	

	Business Skills 
	· Project management
· Customer relations
· Supervisory experience 
	· Data research                             

· Data entry
· Correspondence
	· Office Procedures

· Telephone Skills
· Training

	
	
	
	

	Software Skills
	· Microsoft® Word 2010
· Microsoft® Excel 2010

	· Adobe® Professional
· Microsoft® Access 2010
	· Microsoft® Outlook 2010
· Microsoft® PowerPoint

	
	


Education 

      BA, Southwest Minnesota State University, 1501 State St., Marshall, MN 56258, Theater Arts:  

 07/2012
Employment History (full time - summer/part-time - school year)

Server Brau Brothers Brewing Co., Marshall, MN
    10/2013-Current
· Pouring and serving craft beer.

· Processing orders through computer system and delivering food to customers. 

· Assisted with food preparation, busing tables and hosting.  
Customer Service Representative Specialist US Bank Equipment Finance, Marshall, MN

3/2013-Current
· Processing and problem solving on 70-90 calls per day with questions in regards to billing, legal documents and information requests. 
· Training new employees, via at desk training and training classes. 

· Presenting updates at biweekly employee meetings.

· Processing and approving fund adjustments and refunds.

· Handling escalated calls, and assisting managers.

· Member of the Customer Correspondence Team, which handles the customer service email inboxes for entire equipment finance division, as well as processing written correspondence. Process 150-200 emails daily. 
· Assisting Customer Service Representative’s with questions or concerns.

· Member of the Emergency Response Team. 

· Using various computer programs, such as Infolease, CDA, Sharepoint, Avaya.
Customer Service Representative US Bank Equipment Finance, Marshall, MN

 2/2012-3/2013

· Processing and problem solving on 70-90 calls per day with questions in regards to billing, legal documents and information requests.

· Process record requests/releases.
Teller (part-time) Riverwood Bank, Bemidji, MN 
9/2011-12/2011

· Greeted and provided customer service.
· Processed deposits, cash withdrawals, transfers, cash advances, and loan payments.
Travel Coordinator/Administrative Assistant, Camp Birchwood, Laporte, MN     Camp Season:
5/2009 – 8/2011 
· Coordinated travel process with parents, camp staff, and all major travel companies (ground, air, coach buses, and U-Hauls) to ensure proper arrangements (for up to 150 campers per session, multiple camp sessions each summer).
· Maintained database of all campers’ information (travel, personal, and medical).
· Provided customer service (answering phones, returning calls and e-mails).
· Set up and maintained office calendar, assisted with office billing, and ordered supplies.
continued
Project Assistant (part-time) Scarcely Ltd Property Inspections, Marshall, MN
  9/2010 – 5/2011
· Uploaded all property inspections, pictures, and work orders to customer portal.
· Managed 3 databases of property information (master list, inventory, and invoicing).
· Communicated with route inspectors, management staff, and customers to resolve issues.

· Reviewed pictures and inspection reports for errors. 

Sales Clerk (part-time) Animal Health Center, Marshall, MN

10/2009 – 5/2010
· Provided customer service (appointment scheduling, researching vaccine options and prescriptions for livestock and pets, and taking orders for supplies).
· Answered phones, filed customer information, and provided general office assistance.
Server (part-time) The Hitching Post, Marshall, MN
 5/2008 – 2/2009
· Received food orders and processed them through computer system.
· Food preparation, such as salads and desserts.
· Mixed and served drinks.
· Assisted with hosting, busing, cleaning and general prep work.
Data Entry/Clerical (part-time) Southwest Ophthalmology Associates, Marshall, MN
 6/2005 – 9/2008
· Provided payment services (posted and deposited payments, and balanced data).
· Assembled patient information folders with appropriate forms and filed all patient charts.
· Processed appointment confirmations and reminder notices to patients.
· Created various hardcopy forms needed for office use.
· Horseback Riding Instructor/Camp Counselor, Camp Birchwood, Laporte, MN   Camp Season:   5/2006 – 8/2007
· Managed western riding barn.
· Supervised (4) junior horseback riding assistants and various campers throughout session.
· Trained campers to ride horseback, follow safety procedures, and provide proper care for the horses.
References available upon request

