Kelsey Henry

1581 Monks Avenue #6

Phone 507-385-0032

Mankato, MN 56001

Email kelseyhenry@hotmail.com

_____________________________________________________________________________________________________________________

Education



August 2000 – Present


Minnesota State University, Mankato



Major:  Economics


Mankato, MN



Minor: Business
Administration

Expected graduation date: July 2004

September 1999 – May 2000

Inver Hills Community College



Course Work: General Education

Inver Grove Heights, MN
Experience



October 2001 – Present


MAS Communications






Mankato, MN

Telephone Operator

· Field incoming calls as an answering service operator

· Extensive customer service 

· Document and dispatch towing company calls 

· Monitor and dispatch incoming alarms for alarm company
November 1998 – January 2004

Dakota County Community Development Agency





Eagan, MN

Office Support Assistant
· Operate switchboard and direct calls to appropriate employee

· Use Microsoft Office products extensively for business purposes

· Meter outgoing mail

· Organize bulk mailings

· Enter and manage information in database

· Perform general office duties

May 2002 – August 2002


Dakota County Community Development Agency







Eagan, MN
Communications/Marketing Intern

· Coordinate and create CDA newsletters and brochures

· Assist in marketing agency programs

· Assist in the coordination of CDA public outreach activities and special events

· Assist in the coordination of the CDA office move
January 1998 – April 1999

Independent School District #192






Farmington, MN

Lifeguard / Water Safety Instructor

· Instruct children and adults to swim

· Lifeguard open swim and lessons

· Appointed Head Lifeguard

Personal Skills

· Detail oriented with the ability to multitask

· Experience with cultural diversity

· Excellent oral and written communication skills

Activities
· Member, Delta Sigma Pi, Professional Business Fraternity, Fall 2003 Chancellor

· Community Service, Adopt-A-Highway

KH











