Brooke Rutledge
5814 Lakewood Street

Detroit, MI 48213

313-598-8823
Rutled42@msu.edu
Work Experience:  
Associated Community Services

May 2013- August 2013 – Temporary Assignment 

Call Center Representative

· Verification department, verifying customers wanted to donate for non- profit organizations and processing credit/debit card.

Chrysler LLC 

Assembler 

October 2011- January 2013 

· Assembling doors for Jeep Cherokee Trucks , Dodge Durango’s, and also inspecting trucks and doing test drives to ensure the parts function correctly.

Phone Bank Systems – Volunteers of America

Call Center Representative
Nov 2009- Dec 2011

· Outbound calls for public radio stations and public television for membership renewal and donations.

Centerplate

Concession Stand Worker 

June 2010- Aug 2010 – Summer Job

· Sold concessions, including soft drinks and food items to spectators at various events.

· Received money and made correct change for customers.

· Monitored money in cash drawer to ensure adequate change is available.

· Performed other duties such as clean up of concession stand and counting revenues as assigned by supervisor. 

Michigan State Dining Services 

Aug 2010-May 2013– Work Study  Job

· Arranging food and beverages on steam tables, a la carte trays or mobile carts to make items available for consumers. 

· Served consumers by the menu or personal preference. 

· Cleaned utensils and cooking and storage equipment. 

· Followed food preparation instructions and served all food and beverages according to cafeteria safety and sanitary policies. 

Education: 

Jared W. Finney, High School diploma, August 2002-2006, Michigan State August 2010- December 2013, majoring in Communications, Journalism, and Packaging engineering.

Awards: Dean’s List December 2010 3.57 GPA, National Honor Society, 

Additional Experience: 

Microsoft Word, Excel, Type 55 wpm

