Andrea (Andi) Strole
astrole@comcast.net
13172 Ivanhoe Street  Thornton, CO  80602

(H) 303-920-1048  (C) 303-349-1756
General Manager
Customer Service Manager

Order Processing & Production Scheduling

Administrative Assistant

· Day To Day Operations
· Customer Service/Relationships
· Sales/ Write-Up & Process Orders To Completion
· Business Goals & Strategies

· Planning & Budgeting
· Team & Project Management

· Hiring, Developing, Coaching

· Employee Evaluations/Reviews & Career Growth
· Invoicing & Receivables & Payroll
· Purchasing and Vendor Relationships
· Process & Procedure Development
· Inside Sales Support & Coordinator
· Distribution Network Liaison
· Documentation & BOM Accuracy
· Inventory Management

· Create PO’s & PR’s & Invoices
· Process and Post Vendor Invoices and Employee Pcard Receipts

· Assist Payroll in Preparation, Time Card Accuracy and Distribution
· NSF, Petty Cash & Account Reconciliation

· Highly accomplished, detail-oriented and motivated professional with extensive experience and success in multi-tasking, customer service/relations and team building, along with meeting and exceeding customer expectations and deadlines. 
· Applies time management, experience, common sense and work ethic to accomplish assignments and goals and simply meeting the daily demand.
· Strong interpersonal skills and demonstrated ability to build, develop, and manage a team to accomplish organizational goals.  Unique ability to train individuals and build a team to meet managements strategic priorities and directives, as well as lead implementations of systems and processes to positively impact the bottom-line.
· Strong ability to work alongside and move into varied departments direct/manage a team and implement improvements, which become day-to-day business practices. 
· Held responsibility for conducting, organizing and managing plant wide quarterly inventories.  Accomplished in one day for inventories valued at – 2.5M.
· Technical Skills: Symix, BPCS, Quickbooks, Innoprise, Microsoft (Word, Xcel, Outlook, Internet Explorer).
SELECTED KEY ACHIEVEMENTS
· Day to day interaction with customers, taking and understanding their requirements and needs.
· Ability to work with and schedule production team to complete customer’s order to meet and exceed their dead-line.
· Implemented real time procedures in stock/inventory area, improving accuracy and maintaining cycle count accuracy at – 99%.
· Implemented process and procedural changes, including BOM and document corrections to successfully meet strategic objective of shipping accuracy.
· Conducted train-the-trainer classes for Lean & Demand Flow Manufacturing Techniques utilizing kaizen events to mid-level managers.  Focused training on each functional area so at the conclusion of class there was a presentation by students to senior management for completed projects.
· Developed processes in order entry systems, scheduling, testing and shipping to further automated requirements and reporting.  These new tools reduced entry time, inaccuracies and subsequently provided consistent end results. 
· Worked with sales department to achieve the best possible support and results for distribution network.
· Maintained logs and successfully managed audits with B.A.T.F.

CAREER SUMMARY

Administrative Assistant IT, Facilities, Procurement, Finance                        (7/2013 to 2/5/2015)
General Manager Embroidery By Design   



(6/2006 – 4/2013)
Manager at Mark VII Equipment of Customer Service, Order Entry, 
Small Parts & Equipment Shipping, Receiving, Welding, 

Inventory & Test Bay






(9/1993 – 5/2006)


                               (Others available Upon Request)

EDUCATION & PROFESSIONAL TRAINING
High School Diploma

John Constanza Institute of Technology (JCIT), Demand Flow Technology

Zenger Miller Leadership 2000/Team Leadership Course & Certification – R.R.C.C.
Employee Relations Law

QBQ Seminars/Career Tracks Courses in Customer Service, Conflict Management/Team Building & Time Management
Cosmetology License

