 
	Sherrie L. Salazar

105 N 10th Ave
Brighton Co. 80601
720-427-3577

dherrie64@live.com

	Objective
Seeking a Position that utilizes my numerous years of experience managing the day-to-day operations of a small business. Known for being a fast learner, self-motivated and exceptionally organized I have the ability to successfully fill any role.  

	
	Employment History

	
	Sept, 2007 – Jan, 2014   Clark’s Honey Farm Inc., Po Box 422, Ft Lupton, Co 80621
Production Manager
Successfully managed ten production employees and supervised the company’s entire bottling line
Extensive experience in QuickBooks. Utilized QuickBooks for inventory management, vendor management, invoicing, credit memos, and purchasing
Responsible for accurately submitting new item paperwork with corporate customers like Whole Foods, King Soopers, and Sprouts Farmers Market 
Proficient in the use of vendor/customer relationship software such as EDI for communicating with customers regarding POs and order fulfillment 
Very proficient in Excel, Word, and Outlook

Human Resource Administrator 
Responsible for human resources at Clark’s Honey.
Responsible for interviewing potential employees. Successfully hired dozens of employees through the years, Workman’s Comp
Tactfully handled out-of-line employees and facilitated a team spirit amongst the production staff
Handled all duties associated with workman’s comp. Ensured company was in compliance, submitted accident reports, corresponded with worker’s comp company on any cases that may have been pending

Customer Coordinator 
Maintained price lists for wholesale, retail, distribution, and bakery’s
Set up new customers/ credit check references for new applicants
 Manage and complete all orders through Clarks honey farm web site. Pack and Ship through Fed ex or UPS. 
Answer all e-mails and phone calls from customers with questions in a timely manner.
Assisted in overseeing daily activities delivery driver ensuring products were delivered properly.


	
	 Jan 2007- Sept -2007  Wal-Mart, 200 W. 136th Ave, Westminster, Co,80234
Merchandise Supervisor
Successfully supervise eight employees for the company’s entire bakery.
Proficient in the use of company’s software such as Gemini for uses of communicating with corporate warehouse for tracking of disposed bakery items that are expired or damaged or marked down. Manage and complete placing  all orders to ensure bakery is refilled with fresh items daily. 
Supervises and coordinates activities of workers engaged in baking, wrapping of bread, Cake decorators, donuts, monitor  that store shelves are properly filled through  the day. 
Ensured company was in compliance, with all reports for health dept. and inspections.
Performed inventory on monthly basis. 
Answer to all customers and phone calls from customers with questions in a timely 
Successfully fill any role when needed.


	
	Nov. 2005 – Feb 2007  SOS Cleaning, 8310 CR 21, Fort Lupton Co. 80621 
  Self Employed 

Successfully owned and managed 5 employees, for the company’s entire Cleaning Crews of a construction and residential cleaning service. Detailed cleaning newly constructed houses till sold, included clean up after any construction in residential homes.
 Utilized QuickBooks for invoicing, credit memos, and payroll.
Responsible for all human resources duties.
Maintained and organized all equipment needed to complete duties.
Answer all e-mails and phone calls from customers with questions in a timely manner.
Assisted in overseeing daily activities to ensuring all houses with cleaned properly and to satisfaction of customers.


	
	May 2000- June 2005 Renewable Fiber Inc., 8394 US Hwy 85, Fort Lupton, Co. 80621
  Receptionist

Proficient in the use of office phone system software such as Alti-Console of 4 locations, communicating with customers regarding orders. 
Maintain of filing of all invoices.
 Retail sales and collect payments for all sales at Fort Lupton yard.
Answer all e-mails and phone calls from customers with questions in a timely manner 
Ensure all mail distribution for daily and mass mailing monthly statements were completed.
Purchase all office supplies for all 4 locations
Bilingual  -Assist in translating for customers and employees
Assist with payroll in tabulating time cards,
Maintained all office equipment.
Proficient in Excel, Word, and Outlook
Work History ---Prior years of work History available by request.

	
	Education

	
	  
2003 Excel XP. 2000- Aims Community College, Fort Lupton Co
1989 Geriatric Ade Diploma – Aims Community College, Greeley, Co
1983 High School Diploma – Greeley West High School, Greeley Co



	
	Other Experience

	
	Bilingual in Spanish
Great Plains, Quick Books, Skilled in use of office equipment fax machine, copier, scanner, computers and internet. 
Fort Lift experience
Technically savvy and can troubleshoot basic computer requirements and  software      issues
Self-disciplined, team player, committed to the job all the way through completion,
Multi-taskful

	
	References

	
	   Clark Sloan – Owner Clark’s Honey Farm  - 303-717-0899
[bookmark: _GoBack]Caleb Sloan – Clark’s Honey Farm – 303-547-6546
Bruce Dietz-  VP RAM LTD. 970-467-1927
Bruce Preston -  CPA -970-302-3521
Sue Demel  Kraft – Construction Services – 303-434-3897 cell/ 303-857-2289 hm
Unna Truckenbolt  School Teacher -303-589-7523 cell /303-659-0501 hm




