    NANCY FISHEL-PANGLE
209 Cavalry Drive
Winchester, VA 22602
Telephone:   540-662-0736 (home)
                                                 Telephone:   540-303-0736    (cell)
Dpangle209@comcast.net

SUMMARY OF QUALIFICATIONS:
· Efficient in the use of computer programs and the Internet
· Dependable employee, who works well independently, as well as with others
· Demonstrated ability to work well with a variety of customers and to deliver effective service
· Efficiently manage a business office

PROFESSIONAL SKILLS:
Customer Service
· Co-owner of Drapery workroom and retail business
·  Managed seven full time employees 
·  Hired and conducted periodic reviews of employees’ performance 
· Advised customers about options and costs. Discussed manufacturer and delivery dates
· Planned the work to be done and the installation. Communicated with customers and handled their concerns
· Ordered materials for clients. Handled payments and tracked inventory

Office Administration
· Handled payroll for co-owned drapery business, local landscaping and Storage Unit, and local drapery fabrication business
· Used Quick Books Pro to track and record accounts receivable and accounts payable for local landscaping business and local drapery fabrication business
· Schedule weekly work  to be fabricated
· Ordered materials needed for fabrications
· Checked in all receiving goods
· Shipped finished goods

Technical Skills:
· Effectively used Internet, receive and respond to e-mails
· Knowledgeable in the use of Microsoft word and Microsoft Excel
· Use office equipment such as copiers and fax machines
· Used multi phone system

EMPLOYMENT HISTORY:
· Office Manager, Elvira Landscaping and Papermill Self Storage, 225 Caldwell Lane, Winchester, Virginia 22602
· Seamstress and Co-manager, Shannon Fabrications, 281 Laurelwood Drive, Winchester, Virginia 22602
· Co-owner Custom Draperies by Kitty and Nancy, Winchester, Virginia








REFERENCES:
FOR
NANCY FISHEL-PANGLE
209 Cavalry Road
Winchester, Virginia 22602
Telephone: 540-662-0736
Cell Telephone: 540-303-0736
Dpangle209@comcast.net


Heidi Russell, Owner, of Shannon Fabrications
281 Laurelwood Drive,
Winchester, VA 22602
Telephone: 540-662-4317
Email address: dkbhrussell@comcast.net

Rebecca Gibson, Owner, of Winchester Fitness Center
Winchester, VA 22601
Telephone: 540-536-1648
Email address: jazzercisewinchester@yahoo.com


Becky Graves
557 Reliance Road,
Middletown, VA 22645
Telephone: 540-868-2073



Lee McGuigan
308 Archer Court
Berryville, VA 22611
Telephone: 540-955-1954
Email address: mcguiganl@clarke.k12.va.us
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