ROSSITZA DOSHKOVA
760 FAIRFAX. DENVER, CO 80220

rossitzadoshkova@netscape.net - cellular: (720)233-0020

Objective

To obtain secure fulltime employment in a challenging service management position that provides career advancement and the opportunity to thoroughly utilize my managerial, organizational, problem solving and accounting skills.   

Summary of Qualifications

I am a dedicated and proven leader possessing strong focuses in company loyalty, and customer relations.  Specializations include quality control, logistics, merchandising, budgeting cost and cash control.   I bring extensive experience in team building, and have proven to maintain composure in critical situations with an ability to communicate effectively.  Past titles have fine tuned my proficiency in both analyzing and preparing legal documents, record keeping and research, with a concentration in Accounting and Immigration Law.  I am a Certified Notary Public, fluent in both English and Bulgarian, and can confidently read, write and speak with a beginner level in Spanish, Italian, Russian, Serbian and Croatian.


Professional Experience

Operations Manager





5/2004 - 5/2011

Balkan Imports LLC, Denver, CO
- Implement racetrack management procedures to ensure that all aspects of store operations will contribute to safe and pleasant customer shopping experiences.

- Provide a broad range of assistance to customers/general contractors regarding product knowledge, pricing and availability, special orders, upgrades, exchanges and promotional/competitive discounts.

- Mentor employees in area specifics such as interviewing, training, supervision, and evaluation.

- Supervise Receiving activities thru daily shipments, invoice verification, stock and pricing.

- General monthly close of financial statements, prepared management reports concerning purchases, sales, and inventory.

- Accurate upkeep of payroll, invoicing, purchasing, accounts payable and receivable. 
- Oversee inventory control, purchasing activities and scheduling.                                                                                                                          

Production Specialist





3/2000 - 4/2004

Jeppesen - The Boeing Company, Englewood, CO

- Promoted from production clerk to Specialist in just 6months. 
- Manage office directs in all phases of assigned orders by utilizing program and project methodologies, systems, tools and quality standards as defined by Jeppesen.

- Develop an integrated project schedule, including critical path of end to end tasks and activities necessary to successfully  implement product line/services to ensure identification of all resources and dependencies.

 - Establish alliances with other departments in order to assess potential partnership and commitment to the project. 
- Develop and maintain constructive and cooperative interpersonal working relationships with a wide spectrum of customers.

- Familiar with all products and areas of the production in Jeppesen, including charts printing, collating order fulfilling, assembly and shipping.

Retail Clerk 






3/1999 - 5/2001

Lord & Taylor, Dillard’s

- Organize and stock merchandizes.
- Help customers meet their specific needs.
- Cashier
- Maintain a clean and friendly work area.

 Office, data entry, Communication class assistant

9/1998 - 3/1999

CEC Center for Enriched Communication

- Enter counseling information into a centralized backend computer database.
- Perform office and clerical assignments.  
- Education assistant concerning aggressive children in large group size classes. 

Education
School of Commerce, Plovdiv, Bulgaria
Certificate - Specialists in Marketing and Economics, 1997

TS High School, Plovdiv, Bulgaria
Business Secretary and Assistant, 1995

Typist Certificate (120WPM); Proficient in Microsoft Word and Excel
Reference Available Upon Request

