  Lyidonia Reed

 22050 E. Princeton Circle

 Aurora, Colorado 80018

 903-268-5718

 doniereed@yahoo.ca

I have over 20 years experience in receptionist customer service, sales and management. In addition, I have attended numerous management and customer service training programs over the years. 

Skills

Receptionist, Switch Board Operator, Clerical duties                                                         Cash Handling Procedures& Safeguards

Professional Lost Prevention Person                                  *  Managing Store Appearances 

Printing and Binding Equipment                                     *  Effectively Communicating with Customers

Work History

Sears Department Store       Westminster, Colorado  06-2011 / 05-2012

Duties consisted of customer service, sales, stocking, cashier duties.

Displaying merchandise, 

Thomas Repro graphic's Inc.   Dallas,Texas 04-2003 / 12- 2010 
Largest family-owned repro graphics company in the nation, having been in business for over 50 years.

Sales and Billing,Customer Service, and exp editor, Taking orders in person, by phone and email.

Switchboard operator, scheduling pick ups and deliveries and shipping and packaging.

Trouble shooting given the situation as they arise.

Copier's; Canon IPF 710, Xerox 240 , Docucolor 3535 & Doc 12 W/ digital pad

OCE; Kip 3000, 5000, 6000, Oce 9600 with Scanner

Bindery; GBC Punch's, Pro cutters, Discovery 80 Laminator, Rosback Scorer, Orca 3 Pro Tech Folder.

Wal-Mart Supercenter     Terrell, Texas  01-2001 / 06- 2003    
Dept.Mgr./ ICS Team Leader;

Managing Switchboard, accepting and  staging and reporting   ins and outs daily.

Placing orders and pricing merchandise and  in charge of price changes weekly. Keeping  outs to minimums and data entries weekly. 

Randy's Upholstery & Sales   Port Lavaca, Texas  03-1986 / 03- 2000
Assistant Manager/ Handling Billing process/ Dispatching & Deliveries 

Marketing & Advertising, scheduling appointments and deadlines.

Expediting and  Assisting customers in various calamities 

Inventory monthly and ordering supplies and materials. Handling large cash amounts for deposit's.

Mc Sand / Reidda Construction  Corpus Christi, Texas 08-1978 / 01-1986
Office Supervisor / Receiving and Shipping / Dispatching Workers

Inventory supplies and data entry 

Operating copier's and printers daily, 

Bank deposits and handle large sums of money

