Alicia D Grabowski
525 Arapahoe Street Apartment A
Golden, Colorado 80403
Cell: (720)421-3019
Email: calametali@yahoo.com


Personal Profile:
	I am a hardworking, intelligent, person who will accomplish any task that is put forth.  I work well on a team or independently.  I am a people person, focused, and organized.  I strive for that best and am always looking for ways to do things more efficiently.  I can think logistically as well as laterally.  Finally I am persuasive and more have perseverance than most.  At the end of the day I like to know that I have given 110%.
	

Professional Education:
	*Dennis Yarmouth Regional High School/ South Yarmouth, Massachusetts 02664/High School Diploma 1999-2002
	*Academy of Art College/ San Francisco, California  94108/ Associates Degree in Fine Arts with a focus in Metal Arts; sculpture 2003-2005
	*Gemological Institute of America/ Carlsbad, California 92008/ Certified Jewelry Manufacturing and Certified Jewelry Design 2006
	*Proquest Solutions/ Los Angeles, California 90014/ Certified 3Design Cad Engineer

Professional Experience:
	Sales
 		*Wholesale.
		*Retail.
		*Customer Service on the phone, via internet and in person.
* Design, management, and maintenance of online E-Bay Store, shipping, and customer communications.
*Overseeing Sales Representatives; getting them necessary samples catalogs and displays for showrooms. Creating a Brandwise spread sheet reflecting high concepts products for use by Sales Reps.
		*Use of Mail Chimp for Mass emails
		*Coordinating Trade shows
	Managerial Experience
		*Key holder
		*Ordering supplies
		*Overseeing other employees, responsible for written and verbal write ups
		*Scheduling
		*Hiring
	 	*Organization of space, use of time 
		*Coordinating and overseeing production
		*Expediting Orders
		*Billing and Payment processing/running the credit cards machines
		*Bank Deposits
		*Inventory Management
	Office Experience
		*Secretarial work, booking keeping, inventory, pricing.
		*Data Entry.
		*Creating spreadsheets and documents through the use Excel and Word.
		*Creating and updating Build of Materials
		*Updating mold lists
		*Shipping and Receiving using USPS, UPS Worldship and FedEx.
		*Receptionists
		*Bookkeeping using QuickBooks
		*Filing
		*Taking orders
		*Office Administration
		*Executive Assistant
		*Order processing and tracking
	Jewelry Manufacturing
		*Soldering
		*Stone setting cabochons and faceted stones in all types of settings
		*Work on a laser welder
		*Casting
		*Lapidary work
		*Resin/epoxy work
		*Polishing
		*Beadwork
		*Tool design
		*Repairs
		*Fabrication starting with shot and machined pieces
		* Cleaning work area and changing ultra-sonic
		*Plating
		* Mass Production
*Well-rounded Jeweler;  worked in materials including gold, platinum, palladium, titanium, niobium, wood, stainless steel, silver, brass, pewter, and leather.
*Fulfillment
	Jewelry Design
		*3-D rendering using auto cad
		*Colored pencil drawings 
		*Execution of drawings
*Design work for Anatometal, Omerica Organics, and Sweet Bird Studios and EcoSmart Design; as well as my own business, “Cala Metali”.
		*Window display and case design and set-up
		*Photographing jewelry, color correction and digital touch up
		*Setting up the gallery cases
Machine Shop
		*Metal work in stainless steel and pewter
		*Woodworking
		*Use of a lathe
		*Ran a CNC machine, wet and dry operations.
		*Safety
		*Epoxy work
*Use of drill press, belt sander, polishing machine, paper drill, hydraulic press, kick press, and industrial tumbling machines

		
Previous Employers:
	EcoSmart Designs/ September 2012- Current/ Operations Director
	5375 Western Ave Boulder, Colorado 80301
	Contact:   Eric Sherman (303) 381 6300

	The Witt Law Firm/ September 2011- September 2012/ Household Manager, Nanny
	5873 West Noble Court, Golden, Colorado 80403
	Contact: Jennifer Capell (303) 269-1079
	
	
	Sweet Bird Studios/ November 2010- August 2011/ Shop Manager, Jeweler
	2017 17th Street, Boulder, Colorado 80302
Contact: Shannon Liddy (970) 903-8375, Kurt VanMarth (720) 212-4768, Rafael Heinigk (303) 506-9666

	
	Omerica Organic/ December 2009- November 2010/ Jewelry manufacturer and Designer
	3360 Walnut St, Denver, Colorado 80205 
	Contact: Justin or Ryan Lorenz (877) 633-7422

	Anatometal Incorporated/ July 2008- November 2009/ Stone setter, Gold Room Bench Jeweler
	411 Ingalls Street, Santa Cruz, California 95060
Contact: Barry Blanchard (831) 454-9880, Tony Henderson (831) 227-4782, Saul Lechuga (831) 588-6125
	
Personal References:
	Jenifer Capell- Accounts Receivables at Spyderco-(303) 269 1079
	Rowland Hill- Medical Professional– (646) 596 0739
[bookmark: _GoBack]	Zac Ricciardi- Sales – (720) 421 0428	

		
	

