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Qualifications and Achievements Demonstrated through Employment

Continually Developing Office Knowledge

· Capable with copiers, fax machines, and other office equipment; able to learn quickly

· Familiar with Microsoft Applications and Internet Explorer

· Responsible for security and the maintenance of unlimited amount of currency with in the day
· Operate a three-line phone system, answering and directing calls as needed

Strong Organizational Skills

· File confidential information electronically and physically

· Create a more efficient workplace by ensuring that information is in its proper place

· Assist in cleaning and picking up office to construct a safe and pleasant work environment

Provides Exception Customer Service

· Greet each customer as they arrive

· Address customers’ concerns and complaints satisfactorily, remained calm in stressful situations

· Establish a growing customer base by creating rapport with customers

Interpersonal Communication Skills

· Able to communicate and facilitate communication in English and Hmong

· Advertise ongoing sales to customers through multiple mediums

· Connect with prospective customers, explain product and open new accounts

· Multitask frequently to assist supervisor with daily tasks and offer assistance to coworkers

· Receive, interpret, and fill orders

Employment History

Brinks Inc.
Golden Valley, MN

Chief Money Room Clerk
December 2011 – Present

Guaranty Bank
Apple Valley, MN


Sales Associate
March 2010 – November 2011
Great Dragon
Saint Paul, MN

Cashier/ Waitress
October 2008 – July 2009
Shuelong Food Service, (Summer Season Only)
Saint Paul, MN     


Cashier








 May 2004 – Present
Education

General John Vessey Leadership Academy
West Saint Paul, MN

Diploma
May 2008
