Jonathan Vander Kooi 
41 Brookwood Dr.

Fayetteville,TN 37334

(616) 901-3860
_____________________

Objective


A challenging position as an Administrative Assistant at a growth-oriented firm, which will allow me to both further utilize my skills and acquire new abilities.  

Skills

- Typing: 45 WPM

- Strong organizational skills. 

- Excellent interpersonal skills, phone manner, and office etiquette

- Software:Microsoft Word, some Excel/Spreadsheets, Microsoft Power Point

Experience





June 2003 to August 2003


  
     Field Labor



     Woodland Enterprises Inc. West Olive,MI
· Pruned blueberry bushes

· Operated Farm Equipment

· Picked blueberries

   June 2004 to June 2013




Maintenance Associate




Stone Plastics and Manufacturing, Inc. Zeeland, MI


-   Building Maintenance



-
Operating Floor Scrubber 



-
Preventative maintenance (Plastic Grinders/Thermolators)



-
Helped maintain machinery inventory


-   Organized spare parts inventory 


July 2010 to December 2010



Machine Operator/Floor Person 




Request Foods, Inc. Holland, MI


-   Operated Soup bagging machine



-
Worked in Packaging



-
Assisted on other manufacturing lines  

Education




     September 2002 to June 2006

                                 Allendale High School, Allendale,MI

                                 High School Diploma

   September 2006 to June 2010



Baker College, Muskegon, MI




Associate of Business Administration



January 2011 to August 2011

                                Davenport University, Grand Rapids,MI

                                Associate of Management

References: 

1. Brad Frost               Residential Maintenance Specialist/Co-Worker

                                   15612 GroesBeck St. Grand Haven,MI 49417

                                   (616)842-3041

2. Keith Applebach      Maintenance Associate

                                     8117 Stanton St. Zeeland,MI 49464

                                     (616)748-9740

3. Rhonda Wilson       Teacher

                                    9910 Filmore St. Zeeland,MI 49464

                                    (616) 892-5585


