 

Hello, 

The open position with your company is of interest to me. I am able to quickly learn new tasks and enjoy a fast paced environment with ongoing opportunities. Previously I have been involved in the customer service and administrative role combined and have a broad background of abilities and experiences. I also have taken the State Office Exams and scored in the advance level. These abilities and experiences are outlined in my attached resume’. I look forward to hearing from you to discuss how I can be an asset to your team.

Thank you in advance for your consideration.

Courtney E. Stuhr

N625 North Bend Dr

Melrose WI 54642

715-896-6268

Email: courtney.stuhr@yahoo.com
Courtney E. Stuhr

N625 North Bend Dr

Melrose WI 54642

715-896-6268

courtney.stuhr@yahoo.com
PERSONAL STATEMENT: I am an independent, self-starter with the ability to handle complex situations as well as perform within a team. I have a broad background with a wide range of talents. I believe in being supportive and cooperative while maintaining a comfortable and organized work atmosphere. I also have strong computer, internet, written and oral communication skills.

EDUCATION:
UWL- La Crosse, WI 

May 2012 WISCONSIN STATE OFFICE EXAM- SCORES ALL IN ADVANCED OFFICE LEVEL

-Can provide scores upon request

Chippewa Valley Technical Institute- Eau Claire WI

Jan 2010- Present- Online Courses/Computer Operations Courses

· Administrative Apps, Microsoft Apps, Business Management and Business Law focus

Southeast Technical- Winona MN

Spring 2005- December 2005

· General Education / Administrative Computer Applications

St. Anne of Winona- Winona MN

March 2004- April 2004

· Completed the Certified Nursing Assistant Course

· Formerly Certified in Wisconsin/Minnesota

Galesville-Ettrick-Trempealeau High School – Galesville, WI - Graduate

· Proficient in Microsoft Word, Excel and Desktop Publishing

· Exposure to Microsoft Access and Advanced Desktop Publishing. 

· Concentrated on Consumer Education which included insurance, public consumer and resource awareness

EXPERIENCES AND BACKGROUND:
· Corporate Recruiting Assistant

· Travel Scheduling Experience

· Human Resources Candidate Processing-Interview Scheduling and Candidate Contact

· Product Order Processing and Supplier Contact

· Customer Service

· Inventory Monitoring

· Cash Transactions Clerk

· Quality Assurance Operator

· Machine Operator

· Business Cleaning and Janitorial

· Dairy Farm Hand

· Farm Equipment Operator
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SERVICE/MANUFACTURING EXPERIENCE:
Freddies Bar and Grill, Melrose WI, October 1998 - May 1999, March 2007 – Present

Scheduling, Inventory, Promote Specials/Sales, Ordering, Cash handling

Olsten Staffing, LaCrosse WI-Ashley Furniture, May 2008- July 2008

Corporate Recruiting Assistant-Temporary 

Family Dairy Farm, Melrose, WI

June 1992 – October 2005 Part Time/Full Time

Northern Engraving, Galesville/Holmen, WI

January 2004 - January 2005 Full Time

At the Corner, Galesville, WI

August 2002 – August 2004 Part Time

Scoops, Galesville, WI

December 2001 – January 2003 Part Time

OTHER INTERESTS:
Hardies Creek Lutheran Church – Active member

Glasgow/Hardies Creek Busy Bees - (former member)

· Group Participation-monthly meetings, drama and musical performances

· Individual Participation-dairy show, grooming competition, social sciences exhibits

