Richard A. Sheafor
2404 Clearview Ave #4| Fort Collins, CO 80521
970.690.5085| andy.sheafor@gmail.com

OBJECTIVE	To obtain gainful and stable employment in a field where I can utilize my experience, develop new skills, and make a lasting contribution to my employer.
EXPERIENCE	Courtesy Clerk		                    May 2001 – Aug. 2004; Oct. 2011 – Present
	King Soopers | Fort Collins, CO
· Assists customers with their groceries, bags and organizes products, and answers questions/addresses concerns.
· Works with lead cashiers to ensure timely processing of purchases, uses multi-tasking and effective time management to assist with several orders simultaneously.

Account Representative				             Jan. 2010 – Jan. 2011
Center Partners | Fort Collins, CO
· Provided customer service and account management for the Capital One Small Business Account.
· Assisted customers with new plans, processed payments, informed customers about online resources, and kept records of all new accounts, service history, and alterations.
· Answered customer questions and addressed concerns.  Was particularly resourceful when mitigating customer dissatisfaction and ensuring retention.

Lobby Attendant				                           Aug. 2007 – Feb. 2009
Fort Collins Marriott | Fort Collins, CO
· Maintained the upkeep, cleanliness, and organization of the main lobby.
· Assisted guests with questions regarding building navigation and amenities.
· Kept regular inventory records and collaborated with staff to ensure that deadlines were met.

EDUCATION	A.A. in Business Management
		Front Range Community College
		In Progress, currently on hold.

High School Diploma						        Class of 2002
		Poudre High School
		GPA at Graduation: 3.5

SOFTWARE	MS Word, Excel, Outlook, Adobe, and all Windows Operating Systems.

SKILLS		-  Patience, Professionalism, and Accountability
· Experience with various software and UIs
· Extensive customer service experience
· Record keeping, account processing, and data management

REFERENCES	Please see Attached
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References

Jill Grouse
Secretary of Human Resources
King Soopers | Fort Collins, CO
970.221.4943

Sean Leddy
Supervisor – Capital One Small Business Acct.
Center Partners | Fort Collins, CO
970.206.9000

Tiffany Link
[bookmark: _GoBack]Vocational Rehabilitation Counselor
Colorado Division of Vocational Rehabilitation | Fort Collins, CO
970.225.1204

