CARRIE L. SIEMEK

150 2nd St S., Apt. 8

 Lewiston, MN  55952

507-604-0013
OBJECTIVE:  Obtain a position that affords the opportunity to use strong organizational, communications, data entry, customer service and multi-tasking skills with little or no supervision. 

COMPUTER SKILLS:  Proficient with Windows, Microsoft Word, Excel, Outlook & Publisher.  Have some knowledge of Microsoft PowerPoint.  Learned to be proficient with computer software specific to each and every position held, currently working with an IBM AS400 based system.  Also, 10 key proficient.

WORK EXPERIENCE:

Administrative Assistant






April 2001 to Present


Textile Care Services, Rochester, MN

· Assistant to Company Controller, data entry, word processing, accounts payable & receivable, internal accounting and productivity reports, answering phones, filing, preparing daily deposit, and other duties as necessary.
· Customer Service

Office Administrator






October 2000 to April 2001


Quality Overhead Door Co., Rochester, MN

· Customer Service, reception, data entry, filing, typing, preparing daily deposit

· Invoicing and collection of past due accounts

· Ordering office supplies

Customer Service Representative





March 2000 to October 2000


Magnum Machining, Rochester, MN
· Customer Service, data entry, processing customer orders
· Researching orders to ensure timely delivery of machined parts

· Tracking shipping of machined parts to customers

Accounting Technician






September 1999 to March 2000

Magnum Machining, Rochester, MN 

· Accounts Receivable and Accounts Payable
· Processing packing slips and invoicing of said packing slips for daily shipments of machined parts

· Data entry, filing, answering phones, bookkeeping

· Temporary Personal Assistant to Company President
EDUCATION

Hazelwood Central Senior High School




Florissant, Missouri

References available upon request
