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Trisha Mecillas
	Objective
	To grow with a company. To work for a company that strives for excellence and promotes teamwork.  

	Experience
	Front Range Comm. College Brighton, CO                       1-10/5-12
Full-Time Student
Aerogrow International          Boulder, CO                        8-07/ 1-10
 Account Executive

· Responsible for order processing, order fulfillment and routing, order shipping and invoicing.
· The in-house customer advocate for all activity related to retail accounts.

· Provide customer service to Retailers and Manufacturer Representatives.

· Provide the Accounting department with all documentation for new customer setup.

· Handle 50 different retail accounts, from mom-and-pop stores to 
      JC Penney and Sears. 
· Generate the Flash Report for Finance and Management which details the total amount of dollars entered daily and weekly.

· Manage inventory in stock room.  

Medtronic Navigation
      Louisville, CO                          7-04 / 5-07


Principle Customer Service Representative/Lead
· Provided training for new hires. Assisted with the hiring process. 
· Order entry. Assisted with inbound calls.

· Assisted with the weekly review/processing of backorders.

· Investigate and resolve problems. Interface with internal and external customer requests.(phone, fax & email)
· Assisted with month end activities. Invoicing and credit/rebill processes. Assisted finance with all order entry billing discrepancies.

· Processed customer returns from Return Authorization Credit Order entry to submitting the qualified returns to IQA or Product Services.

· I was involved in the testing phases of a major database conversion (JDEdwards to SAP). I assisted in training new reps after they completed the official SAP training. 
· Received a Merit award recognizing superior customer service.

	
	Medtronic Navigation
      Louisville, CO


Customer Service Representative
· Interact with internal and external customers on various order/credit issues.
· Order entry. Assisted with inbound calls.
· Generated a monthly reconciliation of the RMA order activity.
· Order Entry Metrics. Generate spreadsheets in MS Excel program.
· Processed customer returns.

	
	Concepts Direct
       Longmont, CO                      7-03 / 7-04


Customer Service Representative
· Order entry. Handled inbound calls.
· Submittal of refunds/replacements.

· Helped in various departments as needed.
· Organized mailings

	
	Voicestream Wireless
        Thornton, CO                        11-00 / 7-03


Financial Services Representative
· Assisted customers with billing issues, handset troubleshooting and changing of rate plans.
· Explained charges and assisted with payment plans.

· Made adjustments to customer accounts.
· Received high quality performance in monthly reviews.

	Education
	1992
Fort Lupton High School
Fort Lupton, CO
· Graduated with diploma.
2010 


Front Range Comm. College
Brighton, CO

· Graduated with A.A. in May 2012

	Interests
	Shopping. Spending time with family.


