 Major Jay Redwing

304 West 1st Avenue
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  redw76149@hotmail.com
OBJECTIVE

To obtain a position within a company that will utilize my education and previous work experience. 

EDUCATION

KILIAN COMMUNITY COLLEGE, Sioux Falls, SD

Spring 2007 Associate of Applied Science – Office Technology – Administrative Support

Completion Date July 27, 2007

SOUTHWESTERN TECHNICAL COLLEGE, Granite Falls, MN



1997 Sales and Marketing – Diploma

PIPESTONE/JASPER HIGH SCHOOL, Pipestone, MN

1995 High School – Graduated 

TECHNICAL SKILLS

Microsoft Office: Word, Excel, Access, Publisher, PowerPoint, Photoshop, Quark X Press and OrgPlus 5 Software 

Office Equipment: Fax Machines, Calculators, Printers, Scanners, Typewriters, Copiers, and Multi-Computer phone system and Cashier

WORK EXPERIENCE

FLANDREAU SANTEE SIOUX TRIBE, Flandreau, SD

Flandreau Santee Sioux Tribal Council  (August 10- Present)
Assist Tribal Chairman with day to day business activities. 

Liaison to FSST Education Department and FSST Clinic 

Smith Publishing (April 09 – Feb10)

Customer Service (answered phones, took orders, job tickets for pressmen, and delivery)

Processing Plates, Stripping film to be burned on plates

Business to Business Sales 

Flandreau Santee Sioux Housing Authority (July 2008 – April 2009)

Contacted board members, set-up board meetings, took minutes, Performed clerical task/duties (typing up correspondences, memos, and etc.)Set up travel for board members.

Enrollment Department (February 2007 – September 2007)
Maintained confidentiality (not letting other members see other members personal files)

Created enrollment forms

Performed clerical task/duties (typing up correspondences, memos, and etc.)
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WORK EXPERIENCE (Continued)

Human Resources Department Assistant (October 2004 – February 2007)

Maintained strict confidentiality (not allowing employees to see other employees personal files) 

Handled all correspondence, copying, filing and updates on all forms

Updated all organizational charts on OrgPlus 5 Software

Performed reference checks on potential employees

Update all I-9 forms

PIPESTONE INDIAN SHRINE ASSOCIATION, Pipestone, MN (March 1997 – July 2001)

Customer service 

Inventory control (Made sure their was plenty for orders) 

Purchasing and Selling (Native American products) 

Packing and shipping out orders

Educate clients on craftsmanship of products

Responsible for quality of products 

Opened and Closed (handled cash) 

FEY INDUSTRIES, INC., Edgerton, MN
  
       ( June 1995 – July 1996)

Production Assembly

Quality control/final inspection (of vinyl products) 

Process work orders 

Assembly line work (production of vinyl products)

INTERNSHIPS

Kilian Community College, Summer 2007, Administrative duties

Pipestone Indian Shrine Association, Spring 1997, Customer service and sales 

ORGANIZATIONS AND ACTIVITIES

Native American Club at Kilian Community College, 2007

Election Board Committee at Flandreau Santee Sioux Tribe, 2006

Per Capita Committee at Flandreau Santee Sioux Tribe, 2005

Peer Helper at Pipestone/Jasper High School, 1994, 1995

REFERENCES AVAILABLE UPON REQUEST

