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OBJECTIVE





I am seeking a challenging position that will utilize the spectrum of my skills as well as provide 


opportunities for the growth necessary to further develop and enhance the skills needed to attain the next 


levels of professional development.





JOB HISTORY/DUTIES





Accounting / Sales


Food Market Merchandising  


Bloomington,MN  


Start Date: 04/2009  End Date: 01/2010  


Worked in the Accounting & Sales Department. Daily A/R, weekly coding of A/P, sales reports, enter daily sales orders in system, order office supplies. Maintain website. Front desk duties, answer multi line phones, assist with customers. Also collected rents, processed rental applications for 7 rental properties.





Customer Service Manager


Thexton Manufacturing  


Shakopee,MN  


Start Date: 10/2006  End Date: 4/2009  


Administrative support to president, responsible for all customer contact, sales, orders, returns. Process 


daily accounting reports. A/R, A/P, invoicing, daily deposits, maintaining two company websites. Front 


desk duties, greet customers, multi line answer multi line phone system. Plus miscellaneous duties as 


assigned.





Admin/Leasing Professional


Real Estate Equities  


Burnsville,MN  


Start Date: 8/1/2005  End Date: 10/2006  


Administrative and Leasing responsibilities for residential community of 229 unit complex. Collected rents, 


weekly reports, customer service, maintained payroll, and calendars.





Executive Administrative Assistant


ProStaff  


Coon Rapids,MN  


Start Date: 12/1/2004  End Date: 3/1/2005  


Contract position supporting 3 Executive Directors. Duties include scheduling of internal and external 


meetings, making travel arrangements and preparing of reports/presentations. Maintaining calendars.





Marketing & Sales Administrative Assistant


Thiele Technologies, Inc.  


Minneapolis,MN  


Start Date: 1/1/2000  End Date: 4/1/2004  


Reported directly to the Vice President of Marketing & Sales, as well as supporting the National Sales 


Force.   


•Monitor key account sales activity by creating monthly sales reports.   


•Maintained key account database information.   


•Initiate and coordinate Marketing Services requests for key account activity.   


•Synthesize sales data into meaningful monthly sales.   


 •Developed professional presentations based on requests, and developed own ideas. Decide on format, 


content, and medium to meet objectives within budget, using research and training.   


•Took videos of product for use in presentations and sales.   


•Decide on format, content, and medium to meet objectives within budget, using research and training.   


•Transfer film to computer format so that editing can be done by computer.   


•Coordinated sales and marketing activities.   


•Participated in trade-shows.  


•Performed other sales-related duties as assigned.





Purchasing Agent


Thiele Technologies, Inc.  


Minneapolis,MN  


Start Date: 4/1/1999  End Date: 12/1/1999  


•Responsible for the buying of parts and material for the manufacturing of packaging machinery.   


•As well as tooling supplies and office supplies.





Purchasing Coordinator


SIMS Deltec, Inc.  


St. Paul,MN  


Start Date: 3/1/1994  End Date: 4/1/1999  


•Responsible for daily operations of MRO purchasing.   


•Ordering Sales & Marketing literature and negotiating of MRO contracts.  


•Developed and implemented Minority Supplier program.  


•Developed and implemented a central office supply room.  


•Assisted in training employees in the implementation of new computer software program.





Shipping & Receiving and Quality Control


Contract Design, Inc.  


Blaine,MN  


Start Date: 5/1/1990  End Date: 3/1/1994  


•Responsible for handling all aspects of the Shipping & Receiving department.   


•Developed and maintained an inventory control system.  


•Assisted in maintaining Statistical Quality Control reporting.





Customer Service


Wolkerstorfer Company, Inc.  


New Brighton,MN  


Start Date: 11/1/1987  End Date: 5/1/1990  


•Responsible for daily operations of Shipping & Receiving department.   


•Organized daily incoming and outgoing of jobs, data entry, and customer service.  


•Assisted in training employees on new computer software program.





Accounting Clerk


Hotel Royal Plaza  


Lake Buena Vista,FL  


Start Date: 7/1/1981  End Date: 6/1/1987  


•Was trained in all phases of the Accounting Department, which included Accounts Payable, Receivables, 


Inventory Control, Payroll and General Cashier.





ADDITIONAL SKILLS





Excel, Word, PowerPoint, MAS 90, Crystal reports, Quickbooks, Oracle, Mapics, SalasLogix, Quark, and Adode Premiere. Express ideas clearly when speaking so others can understand. Understand spoken information by listening to others and asking questions. Read and understand work-related materials. Analyze ideas and use logic to determine their strengths and weaknesses. Identify problems and review information. Analyze options and apply solutions. Understand new information or materials by studying and working with them. Use reasoning to discover answers to problems. Notice when something is wrong or is likely to go wrong. Think of new ideas about a topic. Identify ways to measure and improve system performance. Develop a number of possible solutions for problems. Make sense of information that seems without meaning or organization. Obtain needed equipment, facilities, and materials and oversee their use.





NOTES AND ACTIVITIES





Additional Information:  


  


  


References are available upon request.








