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Objective

I am looking for a full-time, long-term, challenging, opportunity to learn new job skills and use my existing skill set.

Experience

Gold Mine - Longmont Coupons
October, 2009 – Present

Owner and Publisher
· Answer phone calls, set appointments, and send rates, via email, or US Mail to prospective customers.

· Research possible clients and follow-up with leads, to sell ad space to customers.  

· Help customers design ads to increase their business.

· Email ad proofs and get all ads ready to go to print.

· Set up coupon books, and layout ads and pages to send to printer.

· Pay vendors for printing, labeling and mailing of coupon books.

· Coordinate printing, labeling and mailing of coupon books.

· Invoice and collect money from customers to pay for ad space.

· Send thank you’s and gifts to customers to show my appreciation!

Val-U-Ads
August, 2003 – September, 2009

Employee of Spouses business
· Invoiced and handled all accounts receivable/payable for customers and vendors.

· Passed out books and invoices to customers. 

· Handled all banking and accounting for business.

· Baked cookies and prepare holiday baked goods for customer gifts.

Pockets Children’s & Maternity Consignment, Boulder, CO
June 1996 – July, 2003

Owner and General Manager

· Answered phone calls, set appointments, took in consignments.

· Ordered store inventory from vendors.   

· Ordered all necessary supplies to run business.

· Maintained equipment including computer and printer, and store fixtures.

· Handled all accounts payable and receivable.

· Contacted possible advertising companies.  Created ads and decided on all marketing and advertising for business.

· Computer/data entry, pricing and tagging of all incoming items for sale.

· Hiring/Firing of employees.

· Paid all quarterly sales tax due.

· Cashier for all retail business.

Wilson, Sonsini, Goodrich & Rosati, Palo Alto, CA
June 1994 - June 1996

Legal Secretary
· Answered phone calls, screened calls, set appointments

· Word Processing documents from transcription

· Correcting all legal documents, including redlining

· Email

· Filing

· Made travel arrangements

· Fed Ex necessary legal documents   

Education

Front Range Community College, Westminster, CO
1998-2000

Worked towards Business Management Degree.

DeAnza Community College, Saratoga, CA
1994-1995

General college classes.  Also some court reporting classes.

Skills

I have been working on many computers of all types since 1982.  I have used many types of software on PC’s and Macintosh for preparing documents, internet, email, and spreadsheets; 10-key by touch, and typing speed of 120 wpm.  I have a very strong organizational and secretarial/office background, since 1979.   I possess very strong communication and telephone skills.  I am great at multi-tasking and prioritizing.  I have acquired many years of customer service through office management, legal secretary, receptionist, order entry, international exporting; and, various types of job in many industries; including real estate, RV’s, general contractors, law firms, insurance, retail, and the Telcom industry.   I have telephone and outside sales experience, since, 1982.
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