Shira J. Winter
4200 Red Deer Trail   Broomfield, CO   (303) 469 - 5137
OBJECTIVE:
Contribute wealth of experience in managing a dynamic office, independently performing a variety of tasks, building a strong rapport with employees and creating a fun environment to a long-term office position with a growing organization.  I am resourceful, organized, comfortable learning new processes and value my own growth and development.
PROFESSIONAL EXPERIENCE

1/01 – 1/14
WESTCON GROUP / COMSTOR, Louisville, CO



Office Manager / Executive Assistant to VP Sales
• Initiate Halloween costume contest, April Fools Day joke and Bring Kids to Work Day
• Coordinate and negotiate with Caterers for lunch and annual Holiday Party

• Organize Travel Arrangements for multiple VP and Directors

• Complete Expense Reports for multiple VP and Directors

• Track Vacation, Sick Time and Bereavement

• Coordinated (2) office relocations due to growth from 30 to 100 employees

• Serve as liaison for local staff to HR department in NY

• Develop Team Building ideas and events such as Office Olympics

• Initiate Halloween costume contest, April Fools Day joke and Bring Kids to Work Day

• Introduce new employees and help with initiation to the company

• “Unsung Hero of the Year” Award - 2005
12/99 – 11/00
MC TECHNOLOGY, Broomfield, CO



Buyer

• Processed Purchase Orders to multiple vendors
• Took initiative to support Inside Sales Team when needed 

• Developed procedures for Professional Services Department

4/97 – 12/99
ACCESS GRAPHICS, Boulder, CO


Buyer- Team Lead
• Lead team responsible for 5 largest software vendors, including Oracle
• Maintained Oracle inventory

• Developed excellent vendor relationships via accuracy and immediate follow-up 
• Heavily involved in implementation of Oracle Source



• Worked with sales drivers to insure order integrity

6/95 - 4/97
Data Storage Marketing, Boulder, CO
Sales Support


• Processed orders and engaged customers for any post sales activity

• Selected to provide training to all new employees; both staff and management





• Developed loyal customer base that frequently requested me to cover their account
90-95

Waitress for multiple Restaurants in Vail and Boulder, CO 
EDUCATION:   East Carolina University, 1990, Greenville, NC

• B.A. Psychology

• GPA of 3.6 in major; 3.2 overall, Graduated with Honors

ACTIVITIES:
• Rape Crisis Team Counselor for Boulder County, 1996 & 1997


• Special Olympics Volunteer



• Worked at Aids Camp – Summer 1998



• Competitive Gymnast - #1 in North Carolina, 1983 & 1984
• Camp Counselor – Children’s Country Day School (Minneapolis, MN) - 1982
References Available Upon Request

