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Denise Soehl
7736 Hinton Ave. So. Apt. #1
Cottage Grove, MN 55016
651-829-1573
denisesoehl@live.com
OBJECTIVE:
To advance my skills and knowledge at a progressive company.

SUMMARY OF QUALIFICATIONS


Exceptionally organized and resourceful, calm under pressure

Strong ability to lead and motivate
       Outstanding oral and written communication skills 

Attention to detail, excellent planning and time management skills


Customer service orientated
       Proficient computer skills (Microsoft Word, Outlook, Excel)  

PROFESSIONAL EXPERIENCE
GE Capital Retail Bank - St. Paul, MN





         05/2006 – 1/2012                
Title Specialist




  
· Inspected incoming titles and prepared them for storage in the vault.
· Sorted and assigned account numbers to titles.
· Completed data entry to ensure records were updated. 
· Opened,reviewed, routed, and distributed incoming mail and responded to routine letters.
Minnesota Department of Transportation - Eagan, MN



             7/2001 – 1/2006
Administrative Assistant







           
· Greeted persons and provided information regarding establishment.
· Provided administrative support for the department  such as answering telephones, assisting visitors, and resolving and referring a range of administrative problems and inquiries. 
· Established, maintained, and updated files, databases, records, and other documents.
· Sorted, reviewed, screened and distributed incoming and outgoing mail.
Northeast Residence Rolling VW - White Bear Lake, MN



           10/1998 – 4/2001 Personal Care Attendant





                              

           
· Performed health-care related tasks, such as monitoring vital signs and medication, under the direction of registered nurses and physiotherapists.

·  Administered personal care, such as ambulation and personal hygiene assistance.
· Performed housekeeping duties, such as cooking, cleaning, washing clothes and dishes, and running errands.

· Planed, shoped for, and prepared meals, including special diets, and assisted residents in planning, shopping for, and preparing nutritious meals.

· Transported clients to locations outside the home, such as to physicians' offices or on outings, using a motor vehicle.
United States Post Office – St. Paul, MN 



                                    11/1998 –  11/2000 Mail Carrier




                              

           

· Bundled mail in preparation for delivery or transportation to relay boxes.

· Delivered mail to residences and business establishments along specified routes by walking and/or driving, using a combination of satchels, carts, cars, and small trucks.

· Entered change of address orders into computers that process forwarding address stickers.

· Held mail for customers who were away from delivery locations.

· Maintained accurate records of deliveries.

Top Temporary Services – West St. Paul, MN



                         10/1996 – 7/1998 Customer Service Professional





                              

           

· Performed cold calling to customers regarding phone surveys
· Conferred with customers by telephone or in person to provide information about products or services.

· Kept records of customer interactions or transactions, recording details of inquiries, complaints, or comments, as well as actions taken.

· Ensured appropriate changes were made to resolve customers’ problems

· Performed administrative tasks as requested
education

East Metro Opportunities Industrialization Center – St. Paul, MN

        

Administrative Support Certificate - 2002

References available upon request


