 SUMMARY OF SKILLS�         �· 10 Years Customer Service and Sales Experience�· Ability to smile in stressful situations�· Computer Skills-Access, Excel, Word and XP�· 10 Years phone experience with multi- line systems��PROFESSIONAL EXPERIENCE


��August 2012-Present��Owner and operator of a small pottery business in Arvada Co.


��August 2010-August 2012��Jefferson County Public Schools-Food Service�1829 Denver West Drive, Bldg. 27�Golden, Co. 80401�303-982-6500��·    Prepared and served meals for approximately 200 students daily��May 2006-March 2009-Sales/Receptionist/Admin Assistant��Lectra Products Co.  �6855 West 56th Ave.�Arvada, Co. 80002�Linda Allison- 303-424-4449��· Provided excellent customer service to companies world wide�· Coordinated shipping products and related documentation�· Scheduled daily on time shipments by ground and air.�· Proficient in shipping with UPS World Ship, FedEx, DHL, Nippon and Yellow Freight


·  Daily use of scanner, fax machine ,and postal weight equipment


· Tracked all products from time of production through shipping�· Interfaced with clients daily via e-mail, phone and Internet            � ��S.R. Flacks Company-Store Manager�Canon City, Co.��· Managed 5 employees�· Daily, weekly, and monthly record keeping�· Cash handling, cash register reconciliation�· Monthly audits, product purchasing, and stocking�· Maintained positive customer relations while working in fast paced environment
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