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Objective: I am a self-motivated individual with a strong work ethic, and I am seeking a 
career position with advancement potential.  I am eager to use my skills in Customer Service 
to contribute to the customer’s satisfaction and the employer’s success. 

 
Related Capabilities 

 

 Excellent verbal and written communication skills 

 Strong aptitude for problem solving and advanced ability to multi-task 

 Detail oriented, organized, and good at following through 

 Experience in management, sales and marketing, and customer service 
 

Professional Experience 
 

Central Lakes Insurance Brokers 
Account Manager/Licensed Insurance Producer- July 27, 2015-Current 

 Prepare quotes and issue policies 

 Makes policy changes, process payments, maintain accounts, and provide customer 
service 

 Perform administrative duties, answer phones, and provide support to other agents 

 File claims and maintain documentation   
 

The Work Connection/Spartan Staffing 
Staffing Professional, September 2007-July 27, 2015 

 Maintain positive relationships with client companies and fill their staffing needs 

 Interview, hire, and train associates as the need dictates 

 Manage Worker’s Compensation reports and documentation 

 Answer multi-line phones, data entry, and maintain meticulous records 

 Recruiting, hosting job fairs, and attending promotional events 

 Customer Service, problem solving, and providing safety training to associates 

 Sales, including dormant calls, cold calling, upselling to clients, and generating leads  
 
Wiljo Tuomi Construction  
Administrative Assistant/General Laborer, March 2005-January 2007 

 Assisted in the preparation of bids and proposals 
 Clerical duties, advertising, scheduling, customer service, and promotional work 

 Attend seminars, conventions, and continuing education classes 

 On-site duties as needed, including general labor and clean-up 
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Curves For Women 
Manager, December 1999-January 2005 

 Interviewed, hired, trained, scheduled, and supervised staff 

 Advertising, sales and marketing, and management of budget and expenses 

 Membership and product sales, maintaining an extraordinary sales percentage 

 Provided physical and nutritional training and taught various classes 

 Customer Service, with a strong commitment to the customer’s satisfaction 
 

Other Professional Experience 
 

 Manager/Operator of Persian Room and Artistic Beauty Salons-Nine Years 

 Instructor at Brainerd Beauty College-Four Years 

 Assembler/Packager for Sharon Industries-Four Years 
 

Education 
 

Brainerd Cosmetology College: Registered Cosmetologist 
Brainerd Technical College: Psychiatric Technician 
Central Lakes College/Bemidji State University: Coursework necessary to obtain Senior 
Cosmetology Instructor License 
Kaplan Online University: Licensed Insurance Producer 

 
 
 

 
 

 


