GLORIA M. MOUNT
P.O. BOX 345, HUDSON, CO. 80642
 (303) 536-0343, (303) 710-9908 (Mobile)
gmount@live.com

SUMMARY OF QUALIFICATIONS

Twenty years combined experience in customer service, administrative, receiving/shipping and inventory control.

· Computer skills including Microsoft Office, Total Rental, Activant’s Eagle Software, Handheld RF Unit, standing and standard forklift experience. 
· Self-motivated to take on new tasks and contribute significantly to business operations.
· Competent at establishing a positive and productive rapport with all types of people.
· Ready to adapt quickly to challenges and solve problems.  Efficient, enthusiastic and passionate.
· Work well as a member of a team, and independently.  
· Honest, dependable, friendly, creative and organized with a very strong work ethic.

WORK EXPERIENCE

Administrative Assistant/Customer Service Front Counter, George’s Rental & Supply, 
Ft. Lupton, Colorado (2005 - 3/13)
· Electronic invoicing through ADP, Oil Dex, and email.
· Managed monthly charge account statements; Assisted with accounts receivable.
· Filing, scanning, faxing and answering phones.
· Receiving, inventory control, pricing.
· Scheduled rental reservations, processed rental contracts and cashiered.

Receiver, The Mercantile, Brighton, Colorado (2003 - 2005)
· Unloaded incoming freight, received, and conducted inventory cycle counts.
· Provided sales, uploaded price changes, and ordered inventory.
· Assisted in opening and closing the store as needed.

Warehouse Supervisor, Lowe Alpine Systems, Inc., Broomfield, Colorado   (1985 – 2003)
· Managed daily warehouse operations for an Outdoor Specialty Company, including shipping & receiving.  Positions included:
· Receiving/Shipping Supervisor (2001-2003)
· Shipping Supervisor (1999-2001)
· Receiving/Inspection (1988-1999)
· Cutting/Finishing/Inspecting (1988)
· Production (1985-1987)
EDUCATION

Graduate of Weld Central High School, Keenesburg, Colorado

