Gail Rodgers
25787 Almon Drive

Winona, MN 55987

(507) 279-4845

Rodgersgail4444@gmail.com
HIGHLIGHTED QUALIFICATIONS

	· Excellent Interpersonal Skills

· Crisis Management

· Ability to Maintain Confidentiality

· High Degree of Maturity and Professionalism

· Dependable and Reliable
· Exceptional Work Ethic
	· Exceptional Multi-Tasking Ability

· Problem Solving and Critical Reasoning

· Proficient in Microsoft Word and Email

· Able to Accomplish Tasks in a Team or Independently

· Committed to Honesty and Integrity

· Able to Work in Fast-Paced Environment


WORK EXPERIENCE

	Home and Community Options     Winona, MN
	10/2011 – 6/2012


Personal Care Attendant
· Assisted with monitoring and directing the day-to-day operations of 2 residential houses for individuals with disabilities

· Documented residents’ daily activities, meals, and medical needs

· Administered medications to resident’s following their medication schedules

· Learned company computer system in order to effectively conduct work activities

· Logged resident behaviors, food intake, and activities for verification and coordination with replacement staff

· Documented activities for county to ensure program requirements were met

· Provided documentation and input on resident issues and potential moves to nursing homes

	Rodger’s Agriculture     Winona, MN
	9/1993 – 2/2009


Co-Owner/Co-Operator
· Handled and organized all account and financial record documents

· Prepared legal records for purchases and sales of land, livestock, and machinery

· Compiled documentation for all banking transactions on both farm and household accounts

· Updated and stored all documentation

· Ensured paperwork for purchases and sales was filled out properly

· Kept legal and tax documents organized

· Prepared annual taxes to be completed by accountant

RELATED WORK EXPERIENCE

	Mayo Clinic     Rochester, MN
	


Secretary to Warehouse Director and Sub-Contracted Employees

· Provided all reception, clerical, and warehouse office duties for up to 10 staff

· Answered incoming phone calls and re-directed them to appropriate stations

· Greeted walk-in clients and provided friendly customer service to meet their needs

· Organized paperwork and messages for staff

· Typed and coordinated correspondence using Mayo’s computer system

· Assisted contractors in keeping office supply orders organized

· Operated all standard finishing equipment, including printers, copiers, and fax machines

· Tracked and stored jobs per customer requirements

· Maintained all office equipment by loading and cleaning for immediate use

· Sorted and scanned hardcopy materials for use in printed documents and digital formats

American Collectors Association, Inc.
Secretary to Director of Education and Director of Public Affairs

· Processed correspondence for the Directors of Education and Public Affairs

· Consolidated and updated data for 300 member agencies nationwide

· Worked with Microsoft Office, Word, individual company PC programs and internet

· Backed up files daily in computer system, including file location and saving
· Maintained, reported, and logged information for billing purposes
· Completed work tasks independently and with little or no supervision

EDUCATION

Minnesota School of Business: Certificate – Clerical Program

Mankato State College: Two Years Attended – Sociology 

