PENNY RISCH

70365 212TH AVENUE

READS LANDING, MN 55968

penny.risch@yahoo.com
715-308-8234

CAREER OBJECTIVE

· Seeking entry-level office full time teller position and to utilize my past working experience as well as learn new banking experiences.

EDUCATION

Southeast Technical College, Winona, MN

· 1996-1997 Bookkeeping Certificate

· Bookkeeping I & II, Payroll Accounting, Keyboarding I & II, Work Place Issues, Data Entry,

· Office Skills, Computers I

PROFESSIONAL EXPERIENCE

Enter The Backwaters LLC,  S114 Hwy 25, Nelson, WI 54756

Contact: Bill Dondlinger 715-495-6036

· 2004-2012   Bookkeeper, Customer Service, Payroll Set Up, Printing Monthly Reports for the Accountant

· Food Serve Safe License, Daily Cash Receipts, Accounts Receivable, Accounts Payable

· Employee Safety Training, Employee Food Serve Safe Training, Daily Banking as well as Bank Reconciliation

Goyer Plumbing & Heating, 510 Plum Street, Red Wing, MN 55066

Contact: L.C. “Skit” Goyer (passed away in 2006) 651-388-4005

· 2000-2003 Bookkeeper, Daily Cash Receipts, Daily Banking, Bank Reconciliation, Receptionist, Sales, Customer Service, Scheduling Field Service

· Printed Month End Reports for the Accountant as well as fax in payroll.

· Accounts Receivable

Northern Wisconsin Manufacturing, 513 Pine St, Pepin, WI 54759

Contact: Mitchell Schruth 715-442-4111

· 1997-2000 Bookkeeper, Office Assistant, UPS Shipping & Receiving

·  Accounts Receivable, Daily Banking, Daily Business Reports, Month-end Reports for the Board of Directors,

·  Back-up for the Receptionist, Catalog Mail Outs, Took Phone Orders for Farm Parts, Scheduled Truck Pick-ups for the Factory Products in need of shipping

