HEIDI CHRISTINA WEIR

10785 Madison Way, Northglenn, CO  80233   (814) 592-6987 Heidiweir80233@gmail.com
				
Top-performing and energetic individual offers outstanding performance

SUMMARY
I am a dedicated and accountable individual with a strong sense of teamwork and leadership. I am currently enrolled at Front Range Community College in an administration program to get my administrative minor.  My work experience includes; completing assignments and orders within requested timeframes, all types of customer service duties to make the customer a priority, develop great teamwork by training and mentoring fellow colleagues, and keeping my working environment organized & equipped to keep production at 100% of expectations.   When I am not at work, I am involved in community service and other outdoor activities. 

Q3 CONTRACTING 						                 September 2014- Present
Administrative Assistant
· [bookmark: _GoBack]Payroll (Working with ADP)
· Billing out time sheets
· Configuring rates
· Data entry
· Answering phone calls
· Invoicing
· Scanning
· Research, Prepare and Process time sheets
· Operation of copy/fax machine


STAPLES WAREHOUSE                           			         April 2012- September 2014
KIVA Associate
· Packing boxes
· Preparing Orders
· Finalizing Orders
· Replenishing
· Receiving Product
· Scheduling shipments
· Verifying orders
· Answering phones and looking into any/all questions 
· Researching product overages and shortages
· Meeting and exceeding all corporate policies
· Vendor compliance
· Inventory


THORNTON SUPER TARGET						     August 2011 – April 2012
Cashier/Salesfloor/Food Ave/Guest Service Attendant
· Customer Service
· Cashier
· Guest Returns & Exchanges
· Sales
· Quickly resolved all customer complaints
· In charge of the Food Ave. Café` Department
· Meeting all corporate expectations
· Meeting all company policies
· Answering calls/ directing questions and concerns where needed


McDONALD’S RESTAURANT						August 2009 – January 2012
Crew Trainer						           
· Trained new employees about excellent customer service skills
· Trained staff with procedures and accountability
· Trained staff in taking orders and how to properly execute the final orders.
· Quickly took care of customer’s issues.
· Maintained proper count of cash drawer.
· Responsible for answering calls/ responding to customer questions and concerns













REFERENCES

David Jenkins (Previous Supervisor at Staples)
Professional Reference
Davidjenkins2@eaton.com
720-891-3633

Janet Doran (Personal Reference)
Janetdoran80601@yahoo.com
303-588-8823
 
Laura Saavedra
12508 Elm St
Thornton, CO 80241
vicsaavedra@outlook.com
720-998-1498

Shandi Cathcart
1818 E. 98th Ave
Thornton, CO 80229
Shandi.jane@gmail.com
720-288-5508
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