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Colleen M. Weir

1193 South Lincoln Street - Denver, CO  80210

720-447-7117

cmweir62@live.com

HIGHLIGHTS OF QUALIFICATIONS

· Sales / Marketing




· Administrative Support

· Property Management 

PROFILE

Dedicated and skilled professional with a versatile administrative support skill set, diverse background and strong interpersonal skills.  Excels in resolving employer challenges with innovative solutions, systems and process improvement, proven to increase efficiency, customer satisfaction and the bottom line.

PROFESSIONAL EXPERIENCE
Appliance Factory Outlet – Internet Sales Manager




    
    07/2012 ~ 12/2013
Post and maintain listings on eBay and company website.  Answer sales calls, counsel customers on product, prepare quotes, arrange shipping of home appliances.  Monitor inventory, place orders with manufacturers.  Prepare marketing materials, design advertising art work and copy.  Currently on track for 1 million in sales.





Auto Nation - Internet Sales Manager






   09/2011~ 5/2012
Take incoming internet sales inquiries, follow-up with customer via phone or email, calculate pricing and relay information.  Maintain data base planner of 100 leads at al times, set appointment, demonstrate and sell vehicles. Maintain highest level “Elite” on CSI score.

The CinemaLab - Office Manager






  
   11/2010 ~ 08/2011
Responsible for all accounting and finance, customer service, sales, marketing, event coordination, travel, business planning, purchasing, staff supervision, administrative functions, shipping, receiving, human resources, collections and payroll. Accounts included Eastman House, The Academy of Motion Pictures, Universal Studios, US Figure Skating along with many government agencies.

Quintess, LRW - Sales Support & Events





      
    04/2007 ~ 11/2008
Hired as Administrative Assistant for 30 person Member Services department, promoted to Sales Support and Events Planner.  Maintain Salesforce.com database, support sales people, track sales progressions and pipelines.  Shipping of marketing materials to prospects, coordinate and execute prospect events, member donations, charity auctions, dinner parties and inner office gatherings and events.  Awarded “Hero of the Quarter,” fourth quarter 2007. Served as Editor on company newspaper.
Reed Construction Data ~-Senior Researcher





     03/2005 ~ 5/2006

Research public entities for construction projects in all phases, follow and report on projects from concept to post bid.  Secure copies of plans and specs for in-house plan room. Voted to serve on company morale team.

Equity Residential - Leasing Manager






    02/2004 ~ 3/2005

Greet prospects in person and via phone, set appointments, show property units, qualify applicants, maintain market surveys, innovate and execute marketing campaigns, orchestrated successful renewal events. 

Qwest Communications - Residential Sales Consultant




     01/2001 ~ 2/2004

Answer inbound calls, conduct interview to determine need, sell products and services, order tracking,

Calculate and apply billing adjustments, collections, cell phone programming, and operation of multiple software programs.

EDUCATION

Associate of Arts, Arapahoe Community College

Philosophy Major, University of Colorado, Denver

Event Planning


Website Management


Customer Service











