MONICA SLOAT
1307 Garfield Street Rock Falls, IL 61071  (815) 213-0249  msloat@juno.com
 
Objective
I am looking for a stable working environment, which I can utilize my professional management skills to be the winning team that will provide excellent results for our clients and customers.
 
Education
Operation’s Management, June 1999
Northern Illinois University, DeKalb, IL

Experience
[bookmark: _GoBack]Hotel Rep  02/2012  Current  Days Inn, Rock Falls, IL 
· Receive calls and setup reservations for current or future customers
· Input online reservations such as hotwire, expedia, ext.
· Setup and received Corporate (CLC accounts) and Check them into data base for billing
· Check Customers in and out of hotel and take payments
· Issue Wake up Calls 
· Resolve any complaints and adjust customer bills
· Assign Banquets, charge a bill ,and receive payments

Administration/Clerk  03/25/2011 -  09/2011  Volt, Davenport, IA   Assignment Completed
· Ran TLS and released them in the computer system and saved company from product delays
· Prioritized shippers according to DHL and  ensured DHL was on time
· Cased shippers  that had special requirements and ended in an alpha and prevented package issues
· Verified that surface was corrected labeled and dims were placed on surface and  prevented mislabeling and shipping incorrectly
· Emailed Denise Mortier and Mcdowell Tereney for dims that were too large and needed to be blocked.  This ensured big items were not shipped improperly
· For Gu, Mos, 46s, and 29s, any dims over 200 had to be approved before an id could be assigned.  
Any dims that were under 200 were automatically given an id in Shiprel.  This ensured products were shipped correctly

Daycare Rep  03/01/2010 - 03/2011  Sterling/Rock Falls Daycare   Sterling, IL
· Planned and developed activities for kids of all ages
· Ensured safety practices and Daycare rules  were followed on the playground and in the Daycare School
· Settled kid’s disputes and gave time outs when required 
· Changed diapers, fed and gave bottles to the babies
· Verified each parent was picking up the right child using a Daycare pass

Website Support   01/01/2010 - 02/15/2010   Ionic Exhibits   Itasca, IL
· Input each exhibit pictures, according to design of exhibit, into proper places to be viewed by customer
· Issues with function of software program or design of software program were emailed to programmers to resolve issue
· Clarified to other employees how to use the program and inquired what the software program needs to do for the company

Line Haul Manager 04/25/05 -11/15/09  Watkins Motor Lines, Inc Schaumburg, IL 
· Evaluated applications, ran MVRS, and background history checks on prospective driver to select optimal drivers             
· Approved background history on prospective drivers and then setup class training 
· Ran criminal background checks and issued a benefit package, once driver was approved 
· Signed Contracts, issued fuel cards, ifta Stickers, base plates, and snapped tractor photo shots for company and contract drivers.  
· Planned and dispatched driver teams or driver singles, according to their arriving time, their rank, 
· and freight available.  This ensured company drivers were first choice and went on their bids accordingly


Additional skills and Computer Knowledge
Linear Programming Techniques                   HTML                                 Access                          
Breakeven/Cost Analysis                               Unix                                   Visual Basic   
Comnet III                                                      MS Project                          Turbo C++
Forecasting                                                    CPM/Pert                            SQL
Medical Terminology                                     Oracle                                  Perl              
Excel                                                              PowerPoint                          Net Viz              

