PAMELA J. WULF 
444 Baler Court
Brighton, CO 80601 
Cell: 720-217-3321
wulfpj@msn.com
Objective

To secure a permanent long term position that utilizes my current skill set while allowing me to develop new skills and room to grow within the opportunities offered by a stable and progressive company. 


Skills

Proficient typing skills w/ low error count
Strong background in computer; experience with Windows 7/ XP Operating Systems  
Microsoft Office suite (excel, word, power point, outlook) 
Excellent telephone and people skills
Good oral and written communicator 

Fast learner with creative problem resolution skills

Dependable and motivated to succeed

Creative thinking outside the box as well as conflict resolution skills

Customer interaction and service experience

Work History:
Douglass Colony Group Inc. 11/11-2/12

Commerce City Co.

Sheetmetal Technician

Duties included fabrication of composite panels; assembly of custom ordered decorative sheet metal panels for Department of Energy construction project; daily use of power and hand tools in assembly process; forklift operator certified.     

Douglass Colony Group Inc. 9/10 – 11/11
Commerce City Co.

Administrative Coordinator  

Responsible for reviewing, sorting and filing all project documents; maintain inventory tracking data base; maintain safety / HR records for employees; generates training certifications and documents; maintains human resources / personnel files for entire company; works reception desk and phones as necessary; reviews and files background checks, drug screens and security clearance documents for work force; sorts, segregates and collates job applications and personnel paperwork;  responsible for designing and implementing paperless tracking system for all personnel files related to current and former employees; performs all miscellaneous tasks safety director assigns me and performs support functions for other jobs.

Cargill Processing Plant
Fort Morgan, Co.  9/2009 – 5/2010
Shipping Coordinator / Office Manager Night Shift
Responsible for reviewing, sorting and filing shipping documents; maintains inventory tracking data base; maintain safety / HR records for employees; generates training certifications and documents; maintains human resources / personnel files for entire company; reviews and files background checks, drug screens and security clearance documents for work force; sorts, segregates and collates all incoming job applications and personnel paperwork; 

RB Fabricators
Youngstown, Ohio 4/2004 – 3/2008
Office Manager
Responsible for reviewing, sorting and filing work order documents and filing; maintains inventory tracking data base; maintain safety / HR records for employees; generates training certifications and documents; maintains human resources / personnel files for entire company; works reception desk and phones as necessary; reviews and files background checks, drug screens and security clearance documents for work force; sorts, segregates and files job applications and personnel paperwork; performs all miscellaneous tasks supervision assigns and performs support functions for other jobs.

Lowes
Warren, Ohio.  1/2000 – 3/2004
Supervisor  
Responsible for all floor and sales operations; maintain, track and report inventory; stock inventory; arrange displays and advertising of product line; sales and promotions; greet / accommodate clients; secretarial and bookkeeping duties; scheduling, workforce management, coordinating duties and assigning jobs and details.  
Super K Mart
Warren, Ohio 3/1995 – 7/1999
Supervisor  
Responsible for all floor and sales operations; maintain, track and report inventory; stock inventory; arrange displays and advertising of product line; sales and promotions; greet / accommodate clients; secretarial and bookkeeping duties; scheduling, workforce management, coordinating duties and assigning jobs and details.

Education:  1991 La Brae High School, Warren Ohio; 
References :
1. Walter Bushko      303-669-4169
2. Gus Davila             303-901-3714
3. Tina Abidi              720-937-1709
