Samuel J. Schiel

2555 Clarkson St.

Denver, Colorado 80205

720.339.8706

sam.schiel@hotmail.com
SKILLS SUMMARY

· Excellent communication and customer service skills.
· Microsoft office suite, including Word, Outlook and Excel spreadsheet for management of billing requests, meetings and inter-office and external communications. 

· Mas 90 and Mas 200 billing systems

SELECTED EMPLOYMENT HISTORY

Billing Specialist, Castle Stawiarski / RP Holdings Group-2012
· Received and printed billing requests from numerous states.

· Processed billing information and produced invoices for billing attorney fees to clients for Foreclosures, Bankruptcies, Evictions and Mediations.  

Customer Service Team Member, Whole Foods Market-2007-2012
· Suggested ideas and advised customers with consumer purchasing decisions.

· Assisted customers in a courteous and knowledgeable manner.

· Located and procured special order items to meet the needs and schedule of clientele.

· Completed final sales of items as cashier.

· Demonstrated professional, friendly demeanor and style in every facet of customer relations.  

Purchasing Assistant/Check Processing Specialist, Colorado Business Bank-2005-2007

· Purchased and delivered all supplies, mail and packages for retail banking and operations needs.

· Provided supply and administrative support services for all co-workers and departments.

· Processed incoming checks and maintained, edited and scanned documents in compliance with departmental procedures and guidelines.   

Bank Teller 1, American National Bank – January to September 2005

· Greeted each and every customer and assisted and advised them of financial services and information.
· Processed all retail banking transactions in an efficient, friendly and timely manner.
· Followed and adhered to all rules and guidelines in accordance with federal banking regulations. 
· Organized and maintained cash drawer throughout entire shift and balanced at the end of day.
· Communicated and referred clients to upper administrative staff to assist in financial services.
Buyer/Manager of Receiving, Twist and Shout CD’s-1996-2004

· Managed receiving department in a fast-paced, time-sensitive retail environment.

· Supervised and directed receiving department personnel.

· Mediated and advised staff on any problems or requests concerning their duties.

· Scheduled and supervised staff meetings.
· Monitored daily and weekly sales figures to keep all stock at their proper levels.

· Maintained monthly budget and modified orders to stay within budgets.

