Daren Matthews
 2250 S. Monroe Street, Denver, Co. 80210  (303) 829-7006   d.matthews2218@gmail.com
HIGHLIGHTS OF QUALIFICATIONS




· A proactive Operations Professional that blends big picture thinking, hands-on experience and tactical expertise to improve bottom-line. 
· Proven expertise in customer service as well as maintaining decorum and employer’s high expectations. 
· Adept at implementing and developing successful strategies and procedures.
· Strong commitment to procedural accuracy and product quality.
· Organized and systematic. Go-getter who gets the job done,                                     Effective, hands-on manager. 
· Detail-oriented with problem-solving abilities, as well as excellent communication and interpersonal abilities.

CORE COMPETENCIES


· Business Operations		    Office management	     Executive Summaries
· Customer Service		    Business Retention	     Sales Growth  
   IMIS Database                            501 (c) (3) Knowledge         Public Relations

PROFESSIONAL EXPERIENCE



Weckbaugh Foundation 501 (c) (3)                                                                       2008 to present
TREASURER
· Understand financial accounting for nonprofit organization. 
· Serve as the chair of the finance committee. 
· Manage the board's review of action related to the financial responsibilities. 
· Work with the chief executive and the chief financial officer to ensure financial reports are made available to the board on a timely basis.                    
· Present the annual budget to the board for approval. 
· Write grant proposals to beneficiaries, foundations as well as other 501(c) (3)      organizations.                                                                                                                                                                    


Players Company
MANAGER									         
· Managed the strategic sales planning and implementation of the 

· business and orchestrated a full range of various administrative duties, including human relations, project management, and staff recruitment and retention.
· Maintained a comprehensive knowledge of company products and services as well as a deep understanding of each client’s business in an effort to accurately identify needs, anticipate problems, overcome possible objections and educate clients on new services.
· Calculated cost breakdowns, discounts and freight charges prior processing purchase orders.
· Maintained full responsibility for responding to client inquiries and disseminating information through follow up with credit and resolutions of invoice discrepancies.



Andrisen Morton Company
[bookmark: _GoBack]Assistant Manager – OPERATIONS				
· Played vital role in growing company from 11 employees to over 50 employees with $ 14 Million in annual sales.
· Ensured company maintained its competitive edge in the marketplace through formulation of policies and optimization of day-to-day operations of the high-end retailer through efficient management and outstanding customer service.
· Managed control and security of large off-site warehouse and storage, company vehicles, shipping and receiving, and offsite retail operations, including trunks shows in various states and cities.
· Developed company Customer Service policy including, Employee Product Knowledge, Problem Resolution, Customer Satisfaction Techniques, Task Orientation and Time Management, Persuasive Abilities, Conflict Resolution and Proprietary Leadership. 

COMPUTER PROFECIENCIES


										    




    MS Word	          MS Excel         Internet Savvy        QuickBooks    iMIS database


