Sandra Pacheco  1825 Lyonesse St.  Lafayette Co  (303) 661-9652







          Pacheco128@yahoo.com
Objective:

      A stable position where I may be an asset to the growth and success of the      


      Company through my dedication and diverse skills.

Highlights

      Work well in a high-pressure environment.


      Skilled with computer systems and software.

      Major strengths in planning, problem solving and communication.


      Exercise initiative, achievement and independent judgment.


      Effective and positive interaction with co-workers as well as customers.


      Demonstrated record of high performance standards, including attention to 


      schedules, deadlines, budgets and quality work..

Nestle Purina





Denver Co
Warehouse Administrative Assistant

Dec.1, 2008



Process orders for shipping – release for picking-AS/RS, and or floor location.

Close orders in OM-print shipping documents.

Monitor shipping schedule-Assign orders to dock doors based on CRAD dates.

Print end of shift schedule status report.

Aid loaders in locating product Via WMS system.

Complete all necessary paperwork

UPS/FedEx shipping documents.

Coordinate movement of trailers, yard check, inbound and unloading schedule using SAP
Functions as a relief team leader.

McLane Western




Longmont Co

Customer Service




Aug. 2006-Nov 2008

Provide courteous, efficient, timely and informed service to customers. Receive incoming 

telephone calls answer question and investigate customer problems. Provide the customer with an easily attainable source of information. Make decisions, as necessary, inform customers when delivery of shipment can be expected by tracing the shipment through the system contact terminal(s) for specific details if appropriate information is not available on the computer. Track issues that require follow-up and keep customer informed of issue status. Participate in to implement solutions, working on team objectives and goals. Placing orders and giving ETA.

Debs Shops





Longmont Co

Store Manager




Nov. 2005-Jul 2006
Responsible for hiring, firing, training and developing a team of qualified and dedicated Sales Associates.

Establish sales goals and customer service standards.

Monitor merchandise shrink and responsible for inventory control.

Develop promotional opportunities to maximize sales and store potential.

Monitor and control payroll, expenses and inventories.
Ensure associates are executing in-store promotions and maintaining the store’s price 

book

Shell Oil Products




Denver Co
Retail Store Manager



Dec. 2000-May 2005
Analyzed store operations and procedures such as bookkeeping, preparation of payrolls, flow of correspondence, filling requisition of supplies and products.
Provides direction, oversight and leadership to the department.
Hires, assigns, schedules, evaluates and directs work of subordinates.  Recommends personnel actions including hiring, promotion, evaluation, disciplinary action, and separation; provides training as necessary.  Partners with assigned employees to develop workforce and succession plans. Reviews and analyzes work completed to determine effectiveness in meeting standards, goals and objectives and assuring conformance to policies and procedures.  
Supervised employees engaged in sales work, taking of inventories, reconciling cash with sales receipts, keeping operating records and preparing daily record of transactions.

Recorded delivery of merchandise, compared record with merchandise ordered and reported discrepancies to control costs and maintain correct inventory levels.
Determined mark-up and markdown percentages necessary to ensure profit, based on estimated budget, profit goals and average rate of stock turnover.

Education:


Longmont High School




Longmont Co


Diploma 1975

Proficiency in:  
Microsoft Outlook, Word, Excel, SAP, Quick Books
.
.

