JOY SCHULTE
216 High Forest Street
Winona, MN 55987
507-993-6386
joyschulte99@yahoo.com
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Dear Human Resources,

I am writing in response to the positions that I am applying for on the Customer Service position in Altura, MN.
As you’ll see from the resume, I am proficient and I am experienced in handling general office duties, answering phones cordially and courteously and possess excellent computer processing to include MS Word, MS Excel, MS PowerPoint, Access, and Windows.
What my resume does not reveal is my professional demeanor and appearance. In a business environment, these qualities are of the utmost importance in dealing with clients as well as co-workers.  In me, you’ll discover a reliable, detail-oriented, and extremely hard-working associateone who will serve as a model to encourage other staff members to demonstrate the same high standard of professionalism.
It would be beneficial for us to meet to discuss the position and my qualifications in greater detail.  I will contact you to determine when a convenient interview time might be arranged.  Please feel free to contact me in the interim at the number shown above.  Thank you for your time.  I look forward to talking with you soon.
Sincerely,

Joy Schulte
Enclosure




JOY SCHULTE
216 High Forest Street
Winona, MN 55987
507-993-6386
joyschulte99@yahoo.com


OBJECTIVE
A Customer Service position using my skills in computer proficiency, excellent organizational skills that I have gained knowledge in my work history.

SKILLS
· Excellent organizational and general office procedures.
· Strong customer relations.
· Computer Skills:  MS Word, MS Excel, MS PowerPoint, Access, and Windows.
· Telephone Answering and message taking.
· 10-key calculator.
· Money handling and banking.


EXPERIENCE
Wal-Mart, Winona, MN								2010 – Present
	Cashier/Service Desk/Accounting Office/Photo Associate
· Accurate money counting of cash drawers.
· Organization and cleanliness of work area.
· Solve customer complaints, credits, refunds, and receipts.
· Telephone answering and direction of calls to appropriate resources.

Mills Fleet Farm, Winona, MN							2009 – 2010
	Cashier
· Maintained outstanding customer service as per company standards.
· Processed sales quickly, accurately and efficiently.
· Cash register operations and safeguarding of company assets.

Western Technical College, La Crosse, WI						2008 – 2009
	Work Study/Office Assistant
· Word processing forms, correspondence, and data entry.
· Answered telephone and represented school in a professional manner.
· Processed student IDs and parking tags.


EDUCATION
Diploma	Southeast Technical College, Winona, MN					12-2011
· Medical Secretary

JOY SCHULTE
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507-993-6386
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REFERENCES

Jodi Schumacher
Mayo Clinic
Home: 507-689-2681
Work: 507-266-2183

Relationship: Friend for 6 years.
Steve Krage
Mayo Clinic
Home: 507-696-9621
E-mail: krage.steve@mayo.edu
Relationship: Friend for 6 years.
Sheril Speltz
Sauer Memorial Home
Home: 507-523-9052
Cell: 507-459-7444
Relationship: Co-worker for 3 years and friend for 6 years.

