Jessica Gray
8701 DeSoto St.
Thornton, CO. 80229
303-396-3329
Email: jgray1508@gmail.com

Objective:
I would like to find a fast paced company to further my skills in the office. I am interested in learning new techniques and eager to share mine. I would also like to find something long term. I love team work and a friendly atmosphere and I certainly bring my own sense of knowledge and creativity to the table.

Employment:
1/2014 – 11/2010 – Colographic, Inc. / Sales
8025 Pontiac St. Commerce City, CO. 80022 
Contact: Yvette Schupman or Tami Haslip 303-288-4796
· [bookmark: _GoBack]Maintained business and long lasting relationships with new and existing accounts (greater Denver area companies) 
· Most of my large accounts came in from Cold Calling
· Handled (Walk-In’s) and new sales calls
· Experienced in 3M materials, digital prints, mylar products, full wraps and removal
· Worked multiple Events from tradeshows, golf tournaments, CMCA Annual Event and Operation Free Bird
· Worked up some basic Designs and artwork in Omega
· Input all my own data and processed all orders to go to production
· Processed Estimates
· Kept up with all collection calls with the orders I processed
· Worked In: Outlook, Omega, Microsoft Word, Excel Spread sheets and a program Cyrious Software
· Proficient at phone skills, transferring and multi lines coming in

6/2010 – 11/2010 – Mastercraft Truck Equipment, Inc. / Office Assistant – Sales
2261 West Cornell Ave. Englewood, CO. 80110
Contact: Chris Newsome 303-761-8504
· Worked inside sales and phones
· Transported vehicles to and from locations
· Created a functioning schedule to help the shop run more efficiently

6/2010 – 6/2009 – Maternity Leave from working

6/2009 – 10/2007 – Raysor Trucking, Inc. / Office Administrative
8331 Pontiac St. ste. 200, Commerce City, CO. 80022 / (Company filed Ch. 11)
Contact: Judy Eddleman 303-289-4621
· Data Entry of maintenance on fleet and driver logs
· Worked in Keller and Tatems programs
· Kept all drivers and equipment current with DOT and OSHA regulations
· Processed all background checks and took fingerprints for government location access

Education:
Thornton High School / Graduated 2005 with Diploma
CMCA Certified with DOT procedures and Filing / Certification 2008

References:
Cathy Burds – 720-217-4369
Michelle Robertson -720-338-8305
Aj Burds – 303-725-5654

