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5448 Saulsbury Ct.                                           720-355-8919
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[bookmark: _GoBack]PROFESSIONAL EFFICIENCIES

 Microsoft Office             Quickbooks         Management Experience
 High Volume Phones         AP/AR             Shipping/Receiving
 Customer Service             Fork Lift Certifiable     Payroll

PROFESSIONAL EXPERIENCE
Carey Limousine     Denver CO
Dispatcher                                        7/12 - Present
Dispatching drivers, answering phones entering online, email & phone reservations.  Handling any problem that arise: (IE: lost drivers, wrong addresses).

Good Shepherd Early Childhood Education Center    Milford, CT
Kitchen Manager                                    5/10-9/11
Supervised all kitchen operations following state guidelines for proper sanitation, food storage, etc.  Ordered and prepared all edibles for the center.

Dollar Tree Store   Milford, CT
Freight Crew                                             2/10-8/10
Unload weekly supplies, stock shelves, customer assistance, cashier.

Goodwill Industries      Denver, CO
ACC Supervisor                                         1/07-12/07
Supervised all collection facilities and employees.  Payroll, weekly schedules, ordered supplies, customer service.

RMD Signs     Denver, CO
Receptionist                                                      7/05-12/06
Greeted clients, answered phones, filing, ordered office supplies, processed incoming and outgoing mail.

Pappardelle Pasta    Denver, CO
Warehouse Asst Manager                                  10/2-7/05
Oversee all pasta production to include:  cutting, drying, weighing, packaging, labeling, shipping and receiving, inventory management.

T-1 Cleaning, LLC    Denver, CO
Office Manager                                     5/97-7/02
Assistant to owners, answered phones, customer service, ordered office supplies, payroll, AP/AR, managed schedules, processed incoming and outgoing mail. 

REFERENCES AVAILABLE UPON REQUEST

