Rosemary Schnell

524 Main Street East

Wabasha, MN 55981

507-272-3003

rose.schnell@yahoo.com


Objective:
To obtain a position that utilizes my experiences, encourages personal growth and career development while making a positive impact towards company and community growth.
Experience:

Dan & Jerry’s Greenhouses




3/2010 to 7/2011



Field Representative

Responsible for merchandising, point of purchase materials, maintaining displays, customer relations and communications between greenhouses and Dan & Jerry’s corporate offices.  Visiting eleven stores weekly to maintain inventory levels, dispose of un-salable plant materials and assisting store personnel and customers with purchasing decisions.

Hartert’s Store




10/2008 to 12/2009

Store Management

Management of Hardware Store / Plumbing and Heating Contractor, which includes coordinating service technicians with incoming work orders, invoicing, accounts payable and accounts receivable, general administrative assistance, sales of appliances, plumbing and HVAC Equipment.

Wabasha Marina & Boatyard

5/2008 to 9/2008

Administrative Assistant

Synchronized customers work orders with service technicians, maintained slip and storage rentals.  Organize contracts for customer services, such as slip rentals, trailer lot rental and general maintenance on boats and/or ships.

Merit Contracting, Inc.

10/2007 to 5/2008

Service Coordinator

Managed Service Department, coordinated service technicians with roofing maintenance technicians and building owners to repair roofing leaks and/or suggest roofing replacements.

Rochester Landscaping Services, Inc.




02/2002 to 10/2007




Office Manager

As Office Manager my duties consist of project coordination, inventory management, bookkeeping and sales.  Human relations needed for hiring and coordinating landscaping crews.

Experience (Cont.):
Paape Energy Services

03/2000 to 02/2002

Office Manager

Primary duties included tracking electrician’s time, materials management, project costing and file management.


TSP One, Inc.

Architects and Engineers 

01/1998 to 05/2000

Administrative Assistant – Print Room

Assisted Architects and Engineers with printing and distributing plans and specifications to prospective bidders.  Maintained addenda and change order documentation.  General administrative duties as assigned.


Superior Companies, Inc.

Service/Sub-Contractor

1994 to 1998

Service Coordinator/Dispatch

The Service Coordinator positions primary duties include customer relations, processing work orders, dispatching service personnel, invoicing, collections and additional secretarial duties as needed.

Alvin E. Benike, Inc.

General Contractor

1992 to 1994

Receptionist/Secretary

Duties included processing project information, OSHA safety record keeping, maintained a database of subcontractors and notified those contractors of upcoming and changing bidding information.

Education:

University of Wisconsin, Madison




Education offered through Merit Contracting, Inc.




12/2007

Credits Towards Professional Development in Low Slope Roofing Systems, Built-Up, Polymer-Modified Bitumen, Metal and Polyurethane Foam Roofs.

Rochester Community and Technical College

Continued Education 2001

Digital Arts Program

Course Schedule; Computer as a Creative Tool, Designing the Internet, Graphic Design I, Internet Literacy and Presentation Graphics.

Minnesota Riverland Technical College

Continued Education 1995

Obtained Credits in Principles of Bookkeeping I, studying the basic principles of bookkeeping including filing and sorting of accounting information, analyzing transactions, journalizing and posting transactions.

Education (Cont.):
Minnesota Riverland Technical College

Primary Education

1991 to 1992 School Year

Earned a Diploma of Occupational Proficiency in the General Secretary Program Major Courses included: Introduction to Computers, English, Written and Oral Business Communications, Word Processing, keyboarding I, II and III, Office Procedures, Human Relations and Personal Development.

References:

Available upon request.


