Jeff Klenske
1011 4th Street #1
Golden, Colorado 80403
jeffklenske@gmail.com
Summary of Qualifications
· Knowledgeable and proficient computer skills including the Microsoft Suite programs.  
· Excellent writing, communication and verbal skills.
· Self-motivated, responsible and organized in both work and volunteer commitments and environments. 
· Strong interpersonal and team building skills developed in past work, coaching & life experiences.
· Effective leadership and problem solving qualities which helped me achieve the award of Eagle Scout. 
· Multifaceted work experiences and skills— including retail, coaching, education, mortgage, restaurant & warehouse. 
Work Experience
Klenske Ink		               Brussels, Belgium	
Freelance Writer		               2009-present
· Write blog postings— legal and commercial blogs with links and key words embedded. 
· SEO copywriting, working with clients and customers to establish good SEO content. 
· Website content building, including writing articles, reviews and other content for various clients.
· Research and editing work for customers ranging from students to lawyers and construction companies.

The Other Place		                Cedar Falls, Iowa
Cook and delivery driver                               2010-2012
· Prepared food for the kitchen, followed recipes to make dough, sauces etc. from scratch, chopped produce.
· Answered phone calls & took and entered customer orders as well as delivering orders to customers.
· Assisted bar and wait staff, able to be a strong team player having knowledge in multiple areas of the job.

[bookmark: _GoBack]GMAC Mortgage		                 Waterloo, Iowa
Loan Auditor		                 2006-2010
· Serviced a variety of different home loans including but not limited to; fixed rate, ARM and USAA.
· Posted and filed loan information including payments, interest rates and other personal information. 
· Performed data integrity work on system loans to ensure accuracy.
· Assisted customer questions and communicated with other mortgage companies to acquire information on loans after being bought or sold. 

Simpson Furniture			Cedar Falls, Iowa
Warehouse and delivery driver		2004-2006
· Assembled, stocked and delivered furniture in a warehouse setting.
· Customer relations, being the “face” of the company when out on deliveries.
· Problem solving and teambuilding skills tested in everyday situations.
· Operated warehouse machinery and drove delivery truck. 

Cedar Falls Recreation Department                Cedar Falls, Iowa
Coach and referee			2003-2004
· Coached youth baseball, basketball and tennis to kids ranging in age from 5 to 13.  
· Refereed youth football games promoting fairness and sportsmanship.
· Promoted leadership and teamwork skills to the boys and girls that I instructed.
· Planned and organized practices & scheduled games.

Education
Bachelor of Arts in History; endorsements in Psychology & Government – University of Northern Iowa  
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