9758 Laredo St. 15E
Commerce City, CO 80022
February 17,2015
Kelly Montoya
Transportation Admin.
Staples Inc.
13800 E 39th Ave
Aurora, CO 80011
 Dear Hiring Team:
With great enthusiasm, I am applying for your listed positions, as posted online. My varied administrative experiences and extensive skills in performing clerical tasks make me an ideal candidate for this position. The management team at my current place of employment will attest to my natural abilities to plan, organize and carry out procedures associated with admin work.
As noted on my resume, I am highly skilled in providing administrative support to department heads, department associates (containing 55 drivers over 3 states) and managing everyday office tasks. This includes: maintaining contact with customers, creating liaison with other agents, maintaining accurate department records, etc... Moreover, I have a demonstrated ability to prepare reports as analyzing available data is the best way to figure out the needs of the business. Since good customer services is the base of all successful businesses, I have good skills to care for customers so that their needs are met – which ensures their loyalty.
I am confident that my professional knowledge, work experience and motivation make me a suitable candidate for this position. My resume is enclosed herewith which will provide you with further details regarding my skills and abilities. 

References
Kevin Ott (SDO Manager) 
Staples Inc 
303-434-6545
Cristina Lopez 
City and County of Denver
720-357-4859

Thank you for your time and consideration.
 Sincerely yours,
Kelly Montoya


 Kelly Montoya Cell (303) 656-6721 
9758 Laredo St. Unit 15E 
ppwe53@yahoo.com 
Commerce City CO 80022 

Professional Experience 

Administrative Assistant (Delivery/Transportation) 
June 2003- Present 
Staples Inc 
* Provide Pod requests for Sales and Call Center teams 
* Research and Resolve Salesforce cases assigned to Transportation 
* Research and reconcile cargo loss reports to ensure proper billing records 
* Provide resolutions to internal and external customers on delivery issues 
*Maintain payroll by using Kronos system 
* Facilitate on boarding of new employees by scheduling training, answering questions and processing paperwork 
*Organize and schedule Safety Meetings 
* Help coordinate Vendor visits for facility repairs 
* Coordinate/Prepare iMatter Presentation for all department associates to help build positive culture within the organization 
*Prepares monthly P&L reports for department records 
* Close terminated records, Maintain 100% Compliance with DOT regulations on Driver files 
* Support and act as a central point of communication to the Management Team/Drivers, internal functional areas including external customers 
* Performs administration tasks such as filing, developing spreadsheets, faxing, run reports, photocopying 
* Any other tasks/duties assigned by management 
*Systems knowledge* 
ISIS 
Sunrise 
WMS 
PeopleSoft 
Salesforce 
20/20 (Airclic) 
Kronos 
Microsoft Office (Excel, word, power point, publisher etc.) 
*Strengths* 
Detail Oriented/organized 
Strong Problem Solving Skills 
Highly Motivated 
Independent 
Stong ability to manage time 
Team/Goal Oriented 
Strong Ability to Multi-task 

Customer Service Representative May 2001- June 2003 
Staples Inc 
* Receive inbound faxes from customers and process into orders 

Production Dispatcher/Order Puller, Aug 1996- May 2001 
Staples Inc 
*Systemically release all production pick tickets daily for process and distribute 
*Quality check cartons to ensure proper SKU’s picked for shipment 
*Run end of day Reports 
*Place shipping label to required carton 
*Make assigned box and stage carton 
*Pick desired product SKU from pick ticket 
*Confirm correct SKU 


