
Colby Bailey
1119 Pearl Street Denver, Colorado 80203- Cell: 918-361-4426 - Colbs20@hotmail.com
Experience
Assistant Distribution Coordinator
March 27, 2006- August 14, 2010. Celestial Seasonings

(Boulder, Colorado)

· Scheduled appointments with trucking companies for product to be picked up and delivered.

· Made out-of-stock reports to show quantity of product missing on orders waiting to ship.

· Relieved all product shipped from our inventory system to keep the case count up to date.

· Tracked shipments for all customers and gave them the estimated time of arrival.

· Picked customer orders and prepared for shipment.

· Forklift certified

Server/Host
December 15, 2004- July 5, 2005. Outback Steakhouse

(Tulsa, Oklahoma)
· Processed cash, credit/debit card and check transactions.

· Provided excellent and friendly customer service.

· Excellent verbal and written communication. 

· Maintained a clean and sanitary work area. 

Education
Front Range Community College, Longmont, Colorado

August 24, 2009 to present
Skills


Strong customer service skills, ability to multitask, Microsoft 



excel, Self motivated and very good at adapting new 




procedures.

References
References are available on request.


