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EXPERIENCE 


RUHL & RUHL, Muscatine IA


Receptionist, Secretary, 2013 – current


Responsible for all incoming phone calls, and daily walk-ins.  Set up showings, appraisals, inspections and etc for all listing for this branch  Work with numerous law offices and other realities on possible purchases.  Do closing paperwork and provide necessary paperwork to give agents their commission.  General filing and routine paperwork for each of the 26 agents.





J C PENNEY, Muscatine, IA


Specialist, 2013 – current


Responsible for complete customer service in all departments.  Trained in fine jewelry as well as shoes.  Keep area clean and displays current. Log in shoes and register all display models.  Assist with training of new staff.  On-line ordering, catalog and credit applications are other daily responsibilities.





PIERCE FURNITURE & MATTRESS, Muscatine, IA


Sales Consultant, 2010-2013


Responsible for complete customer service from sales to service for each customer.  Performed in-home design services.  Assisted with detail training of new sales staff.  Keep assigned stor


e area clean, organized and price tagged to best display items for sale.


BNI Secretary/Treasurer – Represented this store in Business Networking International group as a Sales Manager.  Would bring revenue within 3 months to make back and surpass annual membership dues.





 CDS GLOBAL, INC., Wilton, IA                                                                         1983 to 2010 


Quality Account Executive, 2006-2010 


Responsible for analysis of performance statistics and quality check development on new production processes. Managed oversight of development measurements for current positions within Document Technologies. Created PDFs for client approvals. 


• Developed “New Forms” process and automated standard PDF format for client approvals. 


• Created performance measurements for two positions. 





Account Executive, 1996-2006 


Managed the Client Services Department with responsibility for hiring of all staff. Developed measurement of departmental positions. Responsible for budget and travel for the department. 


• Created a core process improvement team, “Raiders of the Lost Stock” to handle stock discrepancies in the warehouse. Researched and analyzed processes for receiving and pulling stock and how the automated inventory system kept track. Developed an automated program that calculated all aspects of the inventory system ensuring true tracking of usage and spoilage of stock. Within the first month, realized a savings of over $3,000. 


• Evaluated the client billable processes to determine agreement with the boiler plate contract. Discovered processes that were billed at rates that were too low to cover costs. Worked with the Des Moines office to revamp the company’s contract, ensuring costs were covered and a reasonable profit margin was achieved. 


• Created Top Ten on all processes and created What Ifs for each Top Ten report. 


• Developed responsibilities and job description for supervisor position. 


• Developed effective relationships with internal and external clients. 








Promotions Manager, 1993-1996 


Functioned as a liaison between clients and production area regarding expectations of client jobs. Monitored the production process and reported to clients on the status. 


• Developed smooth conversion process for new clients that enabled large clients to finish converting their last magazines to the CDS system. 


Production Control Manager, 1989-1993 


Managed the Production Control Department with 32 employees. Responsible for converting client instructions to production instructions. 


• Participated in a two-person crisis database team to resolve an 8 million backlog. Developed a reporting system to the Des Moines facility to expedite alerts and response to problems. Developed a problem database to organize issues so they were resolved quickly and accurately. As a result, caught up with backlog and achieved 90% on time. Database is still in use today. 


• Developed a process to ensure accurate information was provided to production departments and automated processes. 


• Created an automated instruction entry program, reducing errors and eliminating confusion and questions. 





Direct Mail Coordinator, 1987-1989 


Sought new client opportunities and determined which work was a match for CDS. Located and redirected remaining work to other providers. Handled Requests for Proposals for Des Moines facility work. 


• Acquired a new client who currently remains with CDS. 


• Researched and located other lettershops between Chicago, IL and Omaha, NE to handle excess work. 





Account Manager, 1985-1987 


Responsible for communication and trouble-shooting for assigned clients. Monitored and 


reported job status; created production instructions. 


• Developed and maintained strong client relations and built effective working relationship with production departments. 


• Trained new staff. 





Prior to 1985: 


Inserter Operator, Printer Operator, Stock Clerk, First Shift Supervisor 


EDUCATION AND TRAINING 


Durant High School, Durant, Iowa - Graduate 


Dale Carnegie Management Series 


Stephen Covey Seven Habits 


Deming TQM (Total Quality Management)


Goldratt Theory of Constraint 


Franklin Covey Working with Difficult People Professional Women’s Workshop 


Managing with Emotions 


Industrial Psychology 


Development Dimensions International 


Workplace Harassment Prevention 


Six Sigma 


F.I.S.H. Customer Service 


Business Writing 


Toastmaster’s International 


Continuous Process Improvement (CPI) 


AWARDS 


National Guard Employer Award 


Area Toastmasters speech contest – 2nd place 


Make a Difference (nominated by fellow employees) 


