Simona Smith
Thornton, Colorado 80229
Simmona.smith@gmail.com
720-456-1831
· Reliable and able to show up on time
· Honest and trustworthy
· Able to communicate with people
· Able to handle high pressure situations
· Quick and eager to learn; can follow directions
· Considerate of people of all ages and personalities
Child care 2005-2010
· Effective care for children: health and safety
· Transported children from activity to activity
· Interacted with kids of all ages
· Responsible for keeping a clean environment 
· Coordinated daily activities
Broomfield Skilled Nursing 2012-2012
· Prepare food
· Clean and organize food carts
· Buss tables
· Roll silverware
· Delivered food to rooms
· Made copies of menus
[bookmark: _GoBack]Red Wing Shoe 2012-2014
I. Office administrative: Invoicing, word processing, faxing, strong communication skills, training, take initiative in manager’s absence.
II. Sales: Generate new leads, work cross functionally with outside truck sales, and receive by phone fax or email to fill shoe orders. 
III. Inventory: Control incoming and outgoing inventory items. Classify label and warehouse all inventory. Keep warehouse organized and efficient.  
IV. Customer service: Compose and respond to needs of major accounts. 
Delivery By Design 2014-Present
· Enter all data on cabinets and pre-enter any new materials coming in
· Answer and direct all phone calls to the correct personnel
· File and scan all deliveries made 
· Sent out all materials received to customers
· Respond to customer needs via phone, fax, email, or in person
                                                                    Education
High school diploma 
New America Denver 2011 Denver, Colorado 
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