Brooke C. Conner
11549 Clayton Street Thornton, Co 80233
720-304-5883
bcc5280@gmail.com

WORK EXPERIENCE:
Western Beverage Distributing  4545 E. 51st Ave. Denver, Co 80204 303-388-5755
9/2006-4/2007
 
Sunbelt Electrical Sales 2195 S. Raritan St. Denver, Co 80204 303-922-1199
9/2003-2/2004

Rexel  2627 W. 6th Ave. Denver, Co 80204 303-629-7721
11/2001-7/2003

Onsite C/O Ge Supply Electrical 425 Quivas St. Denver, Co 303-572-7100
12/1999-11/2001

SKILLS:
10 key and typing skills
Microsoft Word and Excel, and Outlook 
Administration-filing, billing, answering multi-line phones, switchboard, A/R, A/P, mail, copying
Customer Service-return material authorizations, data entry, and order entry
Warehouse-order picking, receiving, and shipping
Great phone skills and customer relations
Very multitasked, detailed oriented, and great organization skills

WORK EXPERIENCE:
Customer Service Representative(Western Beverage)
Major responsibilities were to answer incoming calls and resolving customer issues.  Also assisting sales representatives with customer information, customer issues, and internal related issues.  Data entry and order entry.  Filing, sorting the driver’s manifest and preparing their PDA’s the hand held computer system for the driver’s next day delivery.  Providing proof of delivery on customers orders and ETA’s on delivery’s.  

Inside Sales and Customer Service(Sunbelt Elec. Sales)
Processed customers orders via order entry and [processed customer returns.  Quoting and faxing cut sheets for material information.  Monitor fax machine for incoming orders, answer incoming calls, ship, and bill customer orders, filing, and delegate fax documents to correct sales person.  Participated in Advanced Ballast training and completed with certification.  Helped warehouse with order pulling and shipping.

Customer service(Rexel)
To replenish quality customer support with material returns, customer service relations, billing inquiries, tracking customer shipments and providing customer signatures for proof of delivery, and processing customer returns of material for credit.  Responsibilities include quoting and order entry for the Allen Bradey repair and  exchange program and setting up appointments for the AB onsite tech and AB training classes.  Daily duties include tracking the non-stock  and un-available inventory for vendor return, help receptionist with backing up phones for breaks and close.  Also worked in the modification shop engraving nameplates and marker cards.  I also participated in two years of physical inventory, preparation, and count teams.  Process returns and ship them back to vendors.

Warehouse/Administrative(Ge Supply)
Warehouse duties included order pulling, shipping and receiving, and calling and setting up shipments with carriers for big orders.  Participated in two years of physical inventory.  Taking care of will call orders.  Administrative duties was to provide direct support to operations manager,  warehouse manager, and sales teams.  Answering and directing customer calls.  Resolving customer problems with delivery and order discrepancies.  Forklift operations.





