Sherry McIntosh
Home: 720-494-0644
Cell: 720-837-0474
sherrylmc@q.com


O B J E C T I V E
To obtain a position where I can use my previous work experience to maximize company productivity and creativity but will also allow me to learn and grow.
C A R E E R H I G H L I G H TS / QUA L I F I C A T I ON S
Internet – Research, Internet Explorer, Outlook, Outlook Express, GroupWise, Sametime, and Lotus Notes.
Software – Outlook, Excel, Word, Oracle, WordPerfect, Profit Key, Quick Books, Siebel, and Windows.
Personal – Innovative, multi-faceted, quick learner, enjoy challenges, and skilled 

multi-tasker.

Received certificate of award for exemplary client service from CTG while on assignment at InfoPrint.

W O R K H I S T O R Y

01/11 – 01/12 Computer Task Group (CTG) on assignment at InfoPrint
Received periodic Excel spreadsheets with information that needed research done in Oracle, Siebel, UPS, and other data bases in order to synchronize the World Wide Inventory System.  After the research was finished I could complete receipts, cancel backorders and IR’s, make corrections to inventory quantities, ship confirm items along with many other various tasks.  Completed miscellaneous transactions for Printronix Part returns and requests to close out parts trunks that were no longer needed.  Other duties as assigned.  
10/09 – 01/11 Various Temporary Positions during this difficult economical time, I was fully employed by various temp agencies which include RemX, Randstad National, Excel Personnel, and Lakeshore Staffing where I was  placed at Amgen as a General Clerk, ADP Screening and Selection Services in QA, PromoTech in Tele-Sales, and Comcast in Customer Service.

09/07 – 09/09  Inside Sales/Customer Service, InterMountain Railway

Monthly contact with dealers via incoming calls, outgoing calls, or email to confirm need or want of new arrival items before shipment and to place newly announced items on reservation  Handled random calls from dealers and retail customers for in stock items, parts requests and general questions.  Cover all phone lines when needed.  General office duties.

06/04 – 09/07  Various Temporary Positions

During this period of time, I needed flexibility in my work schedule to be able to leave town on short notice as my parents were having health issues which have been resolved.  I worked at many different agencies performing miscellaneous duties which include A/P, Admin Assistant, Help Desk, Call Center, Billing, General Office, Test Reader, Customer Service and Data Entry.

07/01 - 06/04  Collector, BC Services, Inc.
Contacted consumers via telephone or mail in order to obtain funds owed to clients. Managed up to 3 lines of incoming and/or outgoing calls depending on the call volume for the day.  Skip traced using several online tools.  Developed excellent relationships with the consumers in which I dealt with on a regular basis.  Entered information into consumer’s files.  General office duties.

E D U C A T I O N
Bachelor of Arts, Chadron State College, 1997, Psychology
Associate of Arts, Western Nebraska Community College, 1995, General Studies


R E F E R E N C E S
Available upon request.

