Alicia M. Ader
2055 Depew St, Edgewater, CO 80214
     alimarock@gmail.com

303.895.0679
Objective

Long term, part-time or full-time employment or subcontractor work.
Experience
Warehouse Manager                      




    Jan 2012 - Present
Action Fulfillment







    Denver, CO
· Warehouse ship, receive, order supplies, pick and pack orders, build pallets, utilize pallet jacks, inventory monitoring
· Proficient, daily use of all MS Office programs, data entry.  Use of Crossware, ShipGear and UPS transfer programming
· Sales and Quotes, Marketing and Networking

· Small handwork and assembly jobs, shrink-wrapping, etc.
Bingo Manager                      




           2009 - Present
Compass Montessori






       Wheat Ridge, CO
· Manage Bingo Sessions:  Manage ten volunteer personnel, games, clients, data input, forms and monies
· Colorado State Bingo and Raffle Manager Certified
Processor                         





 Jan 2010 - Jun 2011
Urban Lending Solutions.                     



          Broomfield, CO
· Process physical and electronic loan packages, scanning - both RF and image scanning, data entry, quality control
· Assisted in transition from manual to electronic processing.
Office Manager 






 Oct 2000 – Dec 2011
Kemiko Rocky Mountain, Concrete Stains




    Denver, CO
· Sales and Marketing - website, internet, print, phone, trade shows
· Ordering, Purchasing and Shipping – Haz-Mat Shipping Certified
· Provided extensive and detailed technical support – in person and telephonically
· Proficient, daily use of all Microsoft Office programs, QuickBooks and Adobe Photoshop for marketing
· Installation of concrete stain, read and carried out construction blueprints   

Corrections Officer







    1998 – 2000

US Army, Military Police Company





      Ft Sill, OK
· Facility and inmate guard
· Training Officer - manage and supervise training for platoon of 12 - 16 personnel

Executive Assistant






 
    1994 – 1998

US Army, 130th Eng Brigade & 104th Area Support Group

        Hanau, Germany
· Manage executives, calendars, drivers, conferences, board meetings and front office
· General office management, document and process control
· Proficient daily use of all Microsoft Office programs, driving duties

Sales Associate







    1991 – 1994

Gourmet Popper 






             Thornton, CO
· Food handling and manufacture
· Facility and equipment use and daily maintenance
· Sales, opening and closing duty
Education

HS Diploma








      1990-1993

Iver C. Ranum High School





        Westminster, CO
References
Patricia East         303.458.0527
Kacey Trujillo      303.396.8948
Roberta Conway   303.514.8403
