PHILLIP CONGDON

303-926-1408
870 Pan Court
pcfirefly@gmail.com
Lafayette, CO 80026
PROFESSIONAL SKILLS

Communication Skills

· Explained differences in products to help customers make decisions.

· Asked questions of customers to better understand what they were looking for.

· Handled customer’s complaints on the phone.

· Entered customer’s orders on the phone.

· Presented safety and backpacking lectures for Boulder CMC. 

· Consulted with instructors on ways to improve classes.

Organizational Skills

· Created and maintained excel spreadsheets for receiving, shipping costs and inventory for up to 12 clients.

· Prioritized shipping schedule for products.

· Organized and participated in committee to restructure class.

· Researched and compared shipping costs for 12 clients.
Problem Solving Skills
· Arranged work area for new client’s products for better use of space and to be able to ship them more efficiently.

· Updated Excel spreadsheets for 12 clients to track new information.

· Defined goals for a class and then structured class to meet those goals.

· Restructured CMC Boulder schools to improve students learning experience.

Computer Skills

· Microsoft Excel, Word and PowerPoint.

EMPLOYMENT HISTORY

Golite, Boulder, CO







  2012-2014


CUSTOMER SERVICE REPRESENTATIVE                   

  2014

            WAREHOUSE






  2012-2014

RealD, Boulder, CO






              2011-2012


RECEIVING CLERK

Golite, Gunbarrel, CO







  2009-2011
Worked various temporary jobs in warehouse or at warehouse sale

Crocs Inc, Niwot, CO






              2006-2009


RECEIVING CLERK

Kable Fulfillment Services Inc, Louisville, CO


              1988-2006

COORDINATOOR II

  1996-2006

OPERATOR II - RELEASE CLERK

  1993-1996

WAND/STEP OPERATOR - TRAINER

  1990-1993

CUSTOMER SERVICE REPRESENTATIVE
              1988-1990

EDUCATION

Associate Degree of Science, Front Range Community College, Westminster, CO

Bachelor of Arts, Washington University, St. Louis, MO

