Channing Weber
(480) 747-7977  -  channing211@yahoo.com  -  Colorado Springs, CO  
Qualifications: 

· Experience answering a multi-line phone system and scheduling appointments.
· Excellent computer skills and performing data entry.
· Experience with payroll.

· Outgoing, great working with people, in person and on the phone.
· Experience in keeping office clean, working in a small office, and conducting inventory.

· Experience working in an office preparing/filing documents and conducting internet research.
· Time management, organizational, detail oriented, and multi-tasking skills.

· Efficient at making qualitative and quantitative observations.

· Self starter, ability to work as part of a team member, and autonomously.
· Proficiency with QuickBooks, MS Office, and 10-key data entry.
Education:

University of Wyoming 

Bachelors of Science - Range Ecology/Watershed Management and Reclamation/Restoration Ecology

Relevant Work Experience:
Twin Bears Embroidery, Manitou Springs, CO




        Jan 2015-Present

Retail/Customer Service

· Answer phones, inventory, and answer any customers' questions.

· Cashier, opening/closing, and assist customers with purchases.

· Assist with printing/designing shirts for customers.
UW Renewable Resources Dept., Laramie, WY


                
  Sept 2009-May 2011

Computer/Lab Technician
· Conduct research and data entry.
· Use of remote sensing programs such as SamplePoint. 
· Process and record data for plant/forage samples for elk in Wyoming.  
Wild West Tax Service, Laramie, WY





     Tax season 2010 and 2011
Tax Preparer
· Answer phones, answer customers' questions, and schedule appointments.
· Prepare tax documents and maintain customers' files.
· Opening/closing duties and cleaning.
Albany Eye Care, Laramie, WY







 Summer 2008

Dispensing Optician

· Answer a multiline phone system, answer questions, and schedule appointments.

· Help customer pick out eyeglasses, fit eyeglasses, and teach customers how to use contacts.

· Maintain customers' files, inventory, and office cleaning.
