	Resume

	Lara Wilken

	6920 Strecker Rd, Monroeville, OH 44847

	(419) 359-1287 Home (419) 366-0614 Cell

	Larahaha@aol.com lwilken@bgsu.edu


	Objective
	To obtain an administrative position in a fast-paced environment 


	Skills
	Excellent Organizational Skills
Strong Customer Relations Skills
Computer Proficiency
Advanced Data Entry
	Telephone Answering
Word Processing and Typing
Excels at Multi- Tasking
Filing

	
Computer
	
Microsoft Office Proficient, Type  wpm 40


	Experience
	Office Manager
Advance America, Cash Advance Companies Sandusky, OH
Handled all loan accounts along with all office duties. Entered data for reports, loan agreements and cash balance sheets. Maintained computerized inventory of all loan transactions and agreements. Helped plan and organize marketing strategies to promote customer growth and revenue. Maintained a very organized filing system in order to ensure compliance with both company and state audits. Answered the telephone and represented the company in a professional and businesslike manner.
Accomplishments:
· After being hired with no previous experience received promotion within the first 6 months of employment, began as a CSR and was promoted to branch manager. 
· Maintained company privacy policy, treated all customers with respect, ran a well organized branch and handled all collections in a professional manner. 

	2001-2005

	







	
Food Service Worker
Fisher Titus Medical Center
Cake decorator for all special catering events. Room service, and kitchen staff.

Manager
Bakers Nook, Sandusky, OH
Managed independent bakery.  Responsible for staff supervision, accounts payable / receivable and marketing.    

	    
 2007-Present




  2005-2007




	
	Owner                                                                                                                            
After Sunrise Boutique, Sandusky, OH
Owned and operated boutique specializing in nostalgia and specialty items.  Responsible for accounts payable / receivable, marketing and store operations.

	1997-2001


	
	Assistant Manager
Metabolife Independent Distributors 
Key carrier, maintained inventory and was in charge of sales. 

	1998-2000



	Education                 
	BGSU Firelands, Huron, Ohio                                                                           
Currently Attending, undergraduate

Sandusky High School
Medical Terminology, Keyboarding
Certificate

Wilton School of Confections
Diploma

Sandusky High School    
GED     
                                                                                            
Hope Christian Academy High School
Diploma
	2008-Present


2009



2007


2001


1998

	
	

	
	

	

	References
	Available upon request
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