Michael Coleman

29953 E. 165th Ave.

Brighton, CO 80603

720-685-0407

MichaelTColeman@mail.com
Landline; Please leave message; all calls returned within 24 hrs.
Please contact by telephone.
Summary of qualifications:

· Broad business background with strong customer service expertise.  Consistent producer with the ability to establish strong, long-term customer relationships.
· Excellent communication, English, writing, proofreading, spelling and editing skills; articulate & enjoys new challenges.
· 70 wpm typing speed. 10-key by touch. Good telephone skills.
· Team player with a good attitude, interpersonal, and analytical skills.
· Recent Prove-it data entry testing scores:  K.p.h.-alpha-numeric: 10,164—100% accuracy; K.p.h.-10 key:  11,241—100% accuracy.  
Education:

Front Range Community College, Westminster, CO.--Associate of Applied Science Degrees in:

Marketing; Management; Business/Clerical.  Member--Phi Theta Kappa International Honor Society; Member--National Dean’s List.  Software:  Word, Excel, Oracle, Outlook, Sales Force, AS400, Live Chat.
Experience:

5/16 to 3/19:

Transwest Trailers

Mechanical Helper/Driver/Janitor:

· Duties included but not limited to: Assisting all mechanics on request with any tasks assigned; moving/delivery of heavy trucks; janitorial responsibilities for shop.

5/14 to 5/16:
 Healthgrades
· Physician search website-Heavy customer service by e-mail, telephone & live chat.
4/10 to 5/14:
Superior Technical Svc.; Robert Half; Kelly Svcs., Temporary employee 

Clients included:  Metro State College—HR Dept; Gates Inc.—Made to Order Metals custom part/material purchasing group; Gates HR Dept.; Gates Pension Dept.; Paychex, Inc.  Customer Svc. Dept.; Colorado Access-Reception desk-averaged 120 calls per day; Health grades physician search website-heavy customer service by e-mail, telephone, & live chat.  
Gates Inc.:

· Worked as an expediter; duties including but not limited to:

· Quote request follow up; contacted vendors & customers by telephone & e-mail for expedites and order status updates;

· Sent customer acknowledgements regarding order ship dates; updates ship dates in the Sales Force system;

· Monitored and checked group e-mails, handling and distributing as appropriate; handles follow up calls & duties for the same area; 

· Obtained and provided to customers tracking numbers for shipments; enters tracking numbers into the Sales Force system;

· Keyed sales orders into the Oracle system; adds/pays freight on incoming invoices in same system.

· Released all orders in the Oracle system for shipment so customers will be invoiced; delivered vendor invoices to Accounts Payable department;

·  Checked faxes, scanned documents, files, or any necessary administrative task as needed or    requested by Marketing Specialists for MTO Metals Group.

· Provided overflow telephone coverage when requested/necessary.

· Re-formatted, edited, & re-wrote job descriptions.
· Filing/mailings/tracking & updating projects with basic spreadsheets
Additional Qualifications:

· Former Service Coordinator, heavy truck shop, Stewart & Stevenson Power.

· Former Maintenance Authorization Coordinator-Cendant Corporation; Budget Truck Rental   division.

· Former Service Writer-Goodyear Tire & Rubber; Bridgestone/Firestone Inc.

· Former Administrative Aid II to Victoria Buckley—Colorado Secretary of State.

· Class A CDL with tanker endorsement.  

· Forklift certification from Excel Driver Training School—Arvada, Colorado.  

· Customer.  Svc. Awards; Colorado Dept. of Revenue; 

· Recent industrial safety training including but not limited to:  CPR/first aid; lock-out tag-out procedures; eye & hearing safety; Blood-born pathogens; fire safety; respiratory protection; hot work permits; back safety; confined space awareness/entry procedures. 

Transcripts and references available on request.

