
BARBARA L. PATTAN
3102 17th Avenue, Lot 106, Greeley, CO 80631
(970) 396-2039  bk2461@msn.com
Dear Hiring Manager,

Please find enclosed my resume for review with your organization.  I have worked at my current company, National Coatings & Supplies for 11 years.  I am currently the Store Manager but started there as a Delivery Driver.   My search is confidential at this point as I would like to give notice to my current employer before starting a new position.
I am seeking a position that will allow me to use my office/clerical skills and solid customer service abilities.
I have taken a moment to highlight what some of my core strengths are:

· Experienced in maintaining a book of business and retaining customers.
· Use critical thinking and initiative to create win/win solutions for my clients.

· Solid ability to build client-for-life relationships and created a loyal following.

· Willingness to go above and beyond what is expected for potential clients, clients and vendors. 
· Streamline processes to save both time and money which directly impacts the bottom line.
· Proven work history that includes hiring, scheduling and overseeing department workflow management.
· Serve as a key player to ensure all operations are running smoothly and in a cost-effective manner. 

· Work well in a busy, high-volume setting as it enables me to use my multi-tasking abilities. 
· Described as a loyal, hard-working employee who is always dependable.
· Strong phone skills and solid administrative office skills. 
· Excellent computer skills in the areas of MS Word, Excel and Outlook.
Please review my resume and I welcome the opportunity to speak further and discuss how my skills and talents would benefit your organization. I can be reached at (970) 396-2039 if you would like to schedule a time to speak further. Thank you in advance for your consideration. 

Sincerely, 

Barbara Pattan
 

BARBARA L. PATTAN
3102 17th Avenue, Lot 106, Greeley, CO 80631
(970) 396-2039  bk2461@msn.com

Highlight of Skills
Store Management

Customer Service

Supervise Staff

Scheduling

Sales Distribution

Needs Analysis

Client Retention

Vendor Management

Account Management

Manage Daily Work Flow
Interview and Hire

Deliveries

Purchasing

Inventory Management

Receiving

Cash Handling

Bank Deposits

Credit Card Reconciliation

Phone Etiquette

MS Word, Excel & Outlook

Comcept Billing Software

Professional Experience
National Coatings & Supplies, Greeley, CO – Store Manager

Apr 2002 – present
Formerly Choice Paint & Supply until we were bought out in June 2011 by National Coatings & Supplies.

· Supervise a staff of two delivery drivers (one part-time and one full-time) and work with sales representatives.

· Responsible to sell and mix automotive paint and paint supplies.

· Work closely with auto dealerships, auto body shops and independent buyers throughout Northern Colorado, Eastern Colorado, Southern Wyoming and Western Nebraska (such as Weld County Garage, Ghent Chevrolet, Dellenbach Chevrolet, Abra Auto Body and Glass and Wolfe Automotive).
· Interview and hire staff, conduct annual reviews, as well as, handle all employee issues.
· Schedule staff hours and turn in payroll hours to corporate based on sales, vacation time and sick time. 

· Oversee the accuracy and completion of all deliveries to body shops and dealerships.

· Bonus monthly and annually based on store profits and total sales.

· Stock and manage an inventory worth $200K+.

· Manage finances to include all cash handling, credit card reconciliation and bank deposits.

· Purchase all paints and supplies for the store.

· Receive all inventories and place it into our stock using a forklift. 

· Built a strong and loyal customer base by getting to know our customers.

· Mix paint to ensure they are the exact color match the client wants.

· Answer a high-volume phone line.

· Analyze month-to-date and year-to-date sales numbers to ensure our sales are on track for profitability

· Apply discounts for volume customers or on mismatched paint to move it out of inventory.

· Serve on the company’s Safety Committee for the CO, NM and TX region since 2011.
Safeway Food and Drug, Greeley, CO – Courtesy Clerk




May 2000 – Apr 2002
· Assisted patrons in paying for their merchandise and bagged their goods.
· Handled cash and credit cards on an ongoing basis and reconciled my cash drawer daily. 
· Answered miscellaneous questions such as where items are located and about ongoing sales and specials.
· Cleaned the front end of the store when not cashiering.

Education

Coursework towards Associates of Science, Criminal Justice, ITT Technical Institute in 2010 - 2011

Greeley Central High School, GED in June 2008
Certifications
Forklift Certification
References
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References

Genevieve Brucker
Paralegal
(970) 397-8863
Known since 2005
Felicia Johnson
Former Employee
(970) 775-0838
Known since 2006

Rick Garza
Customer
(970) 405-4352
Known since 2008
