TRESSA R. GARRETSON
9100 W. 32nd AVE.
WHEATRIDGE, CO 80033
 (720) 201-7279
tressa.garretson@yahoo.com 


Seeking a challenging and responsible position with a progressive company where my experience, training, and education expand my knowledge and offer opportunities for personal and professional growth.

SUMMARY OF QUALIFICATIONS

· Able to handle multiple tasks and projects simultaneously.
· Expert in Customer Service of company material for Direct/Indirect sales distribution.
· Readily acceptance of new challenges.  Meet or exceed all business objectives.
· Motivated.  Goal/Team-oriented.  Problem solver.  
· Valuable Adaptive & Transferable Skills to offer.
· Quickly absorb and retain new information and procedures.
· Over fifteen years of LTL transportation experience in various departments.

AWARDS & HONORS

· UAW LOCAL 766


Received cash bonuses for each year of service and outstanding performance, work ethics and 
dedication.
· Raindance Communications Inc.
 
Received multiple nominations for the company UROC honor in May 2001, for outstanding 
performance of multi-task work ethics. 


Received appreciation award for outstanding and lasting contribution on above 99%, quality


rate in October, 2000.

SKILLS

· Computer Skills:

AS400, Mas90, Microsoft Outlook/Word, PowerPoint, Word Perfect 5.0-6.1, Excel, Windows 95-XP, Database Interfacing, E-Gain Database, Access/Ultra-Internet Database, Quicken/QuickBooks – 2003, Peachtree Quantum, Access, Publisher, Roberts Custom Software-Financial/Membership Database, Salesforce.com, Caselle Clarity, Tabs3.

· Business/Office Skills:
Typing, Bookkeeping, Customer Service, Accounts Payable, Accounts Receivable, Filing, Manifest/Database Invoicing, Claims Adjustor, Troubleshooting, Switchboard, Fax, Email Communications,



Creating document merge templates, Project Coordination, Payroll, 



Account/Membership Management, HR Duties, Office Management, Billing 


Clerk, (OS & D) Clerk, Membership Dues, State & Federal Business Tax 


Preparation, Cash Handling. 

PROFESSIONAL EXPERIENCE

SPECIAL DISTRICTS 

MANAGMENT SERVICES INC.
Billing Specialist

07/2013 – 11/2013
Lakewood, CO 80228
M2M DATA CORPORATON
Accounting Manager
12/2007- 01/2013
Englewood, CO 80112

UNITED AEROSPACE WORKERS
Executive Secretary/Bookkeeper
11/2002 - 06/2007
LOCAL # 766

Membership Maintenance
Englewood, CO 80110

CARPENTERS’ UNION (MWRCC) 
Asst. Bookkeeper/Secretary 
01/2002 - 10/2002
(4 - LOCAL UNIONS & JATC)
Membership Maintenance

Denver, CO 80229

      
EDUCATION

· National Seminars – Business/Accounting Certificates
· Trades Place Vocational School - Business Certificate
· Denver Business College - AA Business Management

· Rocky Mt. Beauty College – Cosmetologist (Colorado State Certified)
· Northglenn High School – Business Courses - Diploma
Reference Available upon Request
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