
Nicole Paul

7927 Ideal Ave S
Cottage Grove, MN 55016

cola_36@hotmail.com   |   651-269-1653

__________________________________________________________________________________________
OBJECTIVE:

To support the growth and profitability of an organization in an administrative role that provides challenge, encourages advancement, and rewards achievement with the opportunity to utilize my experience, skills, and proven abilities as a key member of an organization.
SUMMARY OF QUALIFICATIONS:

 
Skilled in managing multiple tasks, problem solving and administering solutions 
 
Excellent communication skills
 
Ability to collaborate efficiently with staff members

Able to learn & adapt quickly to new environments 
 
Detail oriented
 
Experience with the following computer applications: Advanced proficiency with Microsoft PowerPoint, Word, Excel, Outlook, internet searching, QSI, data entry, office programs, and Lotus Notes, Diver. 
EMPLOYMENT:
Admin Assistant – Southern Wine & Spirits, Minneapolis, MN


January 2013-Present
      
Assist VP, Brand Directors, District Managers, & Sales Group


Help in prepping for monthly Sales meetings


Spreadsheets


Order Wine Samples


Prepare Presentations for meetings     
Admin Assistant - Park Dental, Roseville, MN 


   

Dec 2010- Dec 2012 


· Answer 2-line phone system in a busy office setting
· Distribute mail and faxes each day

· Order meals for meetings for the President & Doctors of the company
· Order office supplies

· Mailings, Labels, Laminating, and GBC Binding documents

· Open/Close of daily duties

· Maintain quarterly roster for all 30 locations
· Help organize work group outings for the President, Doctors, and others 
Receptionist – American Distribution, Cottage Grove, MN (Contract Position)  

June 2010 – Dec 2010
· Handle customer orders, complaints, and payments.
· Prepare monthly fliers and complete mailings
· Distribute mail

· Data Entry

Compliance Specialist – Skyline Towers, St. Paul, MN (Contract Position)

  May 2010 – June 2010

· Work with residents on compliance issues
· Work with several counties on Section 8 annual recertification’s
· Maintained and updated current files on all residents
Service Assistant - Securian, St. Paul, MN (Contract Position)
      January 2009-June 2009

Supported the New Business Department


Made letters and labels in Microsoft


Mail paperwork to companies for transfer of funds

Made follow-up phone calls to companies for completion of information
Administrative Assistant - Ecolab, St. Paul, MN (Contract Position)

     June 2008- October 2008

Assistant to the Water Care Department, Area Vice President

Arrange travel and organized large meetings (area and local) 

Assisted the sales groups with ordering supplies and uniforms


Daily, weekly, and monthly sales tracking reports

Create various presentations in PowerPoint 
Assistant Manager – DSW Shoe Warehouse, Roseville/Woodbury, MN
                July 2007- June 2008

Manage daily tasks of 40+ employees


Opening and closing procedures 


HR functions such as payroll, hiring tasks, and schedules 


Prepare and maintain quality inventory


Relocated from Woodbury to Roseville location 


Assisted in opening a new store


Recruited, hired, and trained new associates 

Policy Service – The Hartford Life, Woodbury, MN


               September 2005- July 2007

Promoted to Policy Service/Indexing Team in 2006 from Service Associate 

Redirecting paperwork to departments


Processing customer data changes


Indexing numerical data into intricate computer system


First in charge of prepping system & scanning  

Administrative Assistant – Fury Motors, South St. Paul, MN

           August 2003- September 2005

Promoted to Administrative Assistant in 2004 from Cashier 

Data entry, service contracts, warranty, payables, preparing dealer trades


Minor accounting-preparation/receivables and payables

Receiving and entering credit applications


Setting up new accounts for customers, businesses and employees
EDUCATION/PROFESSIONAL TRAINING:

Century College, White Bear Lake, MN





2003-2004
Courses: Interior design, Color and Design, Business, English
South St. Paul High School, South St. Paul, MN




1999-2003 







VOLUNTEER ACTIVITIES / INTERESTS:
American Heart Association Walker/Volunteer




2010-current

Relay for Life Team Captain







2009-current

3 Day Breast Cancer Walker







2011
Race for the Cure® Team Captain






2003-2010
South St. Paul Kaposia Days Board Member





2005-2008
St. Paul’s St. Patrick’s Day Association Board Member



2006-2008 

Member of the 2008 St. Paul Winter Carnival Royal Family



2008-2009

Past Princess Association Board Member





2008-current
