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	Objective

	Obtain a position in a fast-paced environment which utilizes my skills, while building positive working relationships.

	Employment History

	Allied Insulation – Scheduler
	09/2013-present

	
Schedule a fleet of 70+ installers across the Denver metro area. Answer incoming phone calls from customers, who ranged from construction project managers to homeowners. Utilize a variety of applications to complete scheduling tasks.

	Dick’s Sporting Goods – Customer Service Specialist
	08/2012-07/2013

	
Assist customers with all purchases and returns at point-of-sale. Answer incoming phone calls.

	Home Depot – Receiving Supervisor
	3/2005 — 8/2011

	
Responsible for scheduling, receiving and unloading trucks. I managed a team of 5-7 people. I also oversaw the Return to Vendor (RTV) process. In a $50M store setting, I was responsible for processing bills of lading and confirming all non-certified orders were accurate. If orders were not complete, I handled all research and paperwork for shortages.

	Electri-Serve – Scheduler/Purchaser
	2/2001 — 7/2005

	
As the scheduler and dispatcher, I was responsible for routing a crew of 12-15 electricians across the Denver metro area. Answer incoming phone calls from electricians, construction managers and homeowners. Develop ability to multi-task as well as prioritize.
As a purchaser, I ordered all materials for the job sites and warehouse stock. I maintained accurate records of purchase orders for accounts payable, including verifying all invoices had correct pricing before sending them to accounts payable.

	EDUCATION


	Denver East High School                                                                                                                                                                      1994-1998
Front Range Community College – Interpreter Preparation Program                                                                               2011-2012

SKILLS

Conversationally fluent in American Sign Language.
Previously licensed to operate all power equipment at Home Depot.
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