Jacqueline Schiers
Phone: 303-868-0200

E-mail: jackieschiers@yahoo.com
1045 Balsam St. Apt. 11
Lakewood, CO 80214

Skills

MS Word, MS Excel, MS PowerPoint, Outlook, Graylock, Oracle based JD Edwards, UPS website and World Ship, FedEx shipping, FileNet, Siebel, CSG, data entry, multitasking, organization, detail oriented, problem solver, friendly and professional attitude

Strengths

My strengths include being dependable, eager to learn new ideas, and flexible when needed. I enjoy working in groups as well as alone, and am always happy to share what I know with others. I believe communication is the key to any relationship. I also feel knowledge is crucial to any situation. I also believe organization and multitasking are essential to work efficiently in any environment.
Work Experience

Smoker Friendly
June 2013 – Present, Sales Associate

My duties include: operating a POS system, customer service, stocking product, and inventory control.
DISH Network, LLC
June 2010 – February 2013, Retail Services Analyst 2
My duties included: creating and processing customer claims, researching claim issues, updating claims, claims corrections, performing multiple audits on claims, distributor correspondence, document preparation and verification, document scanning and archiving, data entry, training new employees, testing new software, creating and updating training documents, and general office work.  I have a strong working knowledge of Excel for a variety of functions, including audits, and creating and maintaining databases of information.
Crocs, Inc.
August 2006 –September 2009, Inventory Clerk/Shipping Lead
My duties included: data entry for inventory as well as shipping, maintain inventory through cycle counts, transfers, and adjustments, creating and maintaining basic spreadsheets, providing general office work, managing members of a team, coordinating with Production Team and Shipping Team to maintain accurate inventory counts, shipping and receiving 
JM Real Estate Management, LLC
March 2004 - March 2007, Onsite Apartment Manager

My duties included: screening new applicants, make ready and showing of apartments, coordinating with maintenance facilities when needed, communicating with landlord and tenants, and receiving rent payments
Green Mountain Ace Hardware
September 2002 - February 2005, Assistant to Buyer

My duties included: sales associate in multiple departments, ordering/stocking/controlling inventory, manage customer service desk, operating cash register, training new employees, and working in warehouse/general labor
