REICHEL FOODS

Position: Quality Assurance Technician

Dear Human Resources Manager,

I noticed the recent Reichel Foods job listing for the Quality Assurance Technician position. After
review of the job description and list of applicant desired qualifications | am intrigued. Please take a
moment to review the attached resume. | am confident you will agree, my most recent role as a Data
Traffic Manager for a Radio/Digital advertising company has given me the qualifications to be a perfect

fit for the Quality Assurance Technician position.

Therefore, | am interested in setting up an interview to learn more about the expectations for the

Quality Assurance Technician position. | look forward to hearing from you at your earfiest convenience.

Best Regards!
Sheila Hayft
movingmountainsunite@icloud.com

507-421-3911



SHEILA HAYFT Education/Background Essentials
movingmountainsunite@icloud.com | State of Minnesota Notary Public MN State Notary Current
(507)421-3911 Traffic Software Radio Traffic | Current
Delta Flex Current
Rochester Community and Technical College BUSINESS COURSEWORK 09/2014-05/2016
Traffic Manager MNS7.5FM {507)285-5697 04/2017-08/2021

1647 16th Avenue NW Ste. A Rochester, MN 55901
Responsibility

To ensure all radio, digital and marketing collateral received from national and lacal Account Executives flows efficiently through contract entry to creative and
production departments. Maintain communication pertaining to project specifics to ensure accuracy and efficiency throughout company. Expedite all end of month
invoices and reports. Process all account payments.

Duties
e Maintain an accurate and concise dialog with clients, agencies, management and team
e Generate reports daily weekly monthly for management to make strategic decisions
® Prepare invoices, coop scripts and statements, review for accuracy; notarize invoices as required
® Respond/send a large volume of email requests/answers
® Maintain an organized tactile as well as virtual office environment
e Input and manage large volume of data within multiple digital environments accurately
e Established and continually update the electronic file system for entire team
© Receive, input and send radio, digital and production orders from Account Executive sales team
o Build daily logs, update log clocks and programing
® Accept, process and credit payments to specific accounts
e Answer calls/check messages/ take messages respond appropriately
e Build templates, establish and implement companywide protocols
o Deposit and process all payments
® Generate and maintain end of month content specific files
¢ Send invoices by mail or electronically with elnvoice systems
Customer Service Specialist Shopko (507)281-0686 Business CLOSED 11/2016-08/2018
2820 US Hwy 63 S Rochester, MN 55904
Responsibility

Open/Close Store through companywide computer program. Assure monetary accuracy during closing register drawer counts. Determine accurate daily deposit
amount, establish appropriate funds to be sent to the bank, build the deposit bag and document all necessary information. Verify and document daily Safe Count.

Duties
® Count and build daily open cash for each register and point of sale fund
e Perform the cashier process through general transactions, tax exempt and voucher payments
e Conduct lottery sales and payouts
@ Determine and convey cashier break schedules to each cashier and front-end staff
® Answer all phone calls determine callers need direct in appropriate manner, page, transfer or personally assist.
e Help guests and teammates with general inquiries
o Convey daily goals from management to front-end teammates through the day
© Process returns and exchanges
® Assure items that are unable to resell are appropriately processed
@ Build documentation to support department procedures
e Populate data manually and within proper computer programs
& Understand and uphold the Shopko company policies
Relevant Skills
= Exceptional interpersonal capability Able to
*  Outstanding project management and organization skills *  Workeffectively under pressure
= Exceptional oral and written communication skills = Meet deadlines
= Exceptional listening, presentation and training skills L Work well individually as well as part of a team
»  Digital functionality acumen and ability to learn quickly *  Balance competing tasks in a rapidly changing environment
= Willing to take ownership for a project regardless of outcome " Proven ability to maintain professional business expectations
= Manage stress and pressure while continually striving for excellence within either a virtual or In-person environment
= Excellent Microsoft Office skills o Multiple project time management
= Impeccable attention to detail O  Attention to detail across entire team
= Superior level of integrity and discretion o Organized, accurate and concise environment
- Highly motivated, organized individual who is able to work effectively o Diplomatic disposition
with minimal supervision




