Sara Trautman
Westminster, CO

303-717-8100, email: saraetrautman@gmail.com
Objective:  Administrative, Accounting and Customer Service Support
Professional Skills
	· Communication – both written and verbal; research, editing and proofreading
	· Problem Solving – able to make decisions in team environment and independently

	· Daily use of Microsoft Word and Excel; professional use of social media
	· General accounting support - creating invoices, purchase orders, and handling reconciliations

	· Customer service –  enjoy working with  people, friendly, team player
	· Over 5 years administrative support experience


Work Accomplishments
Administrative/Customer Service Manager                                                        Dec 2010 – May 2013
Agloves Touchscreen Gloves, Boulder
*Managed retail and wholesale customer support for ecommerce supplier of tech gloves
*Entered wholesale orders and handled inventory/shipping/tracking logistics
*Worked with IT team to troubleshoot website and order download problems
*Part of management team which improved the inventory tracking system
*Processed credit card refunds and worked with accounting manager to reconcile accounts
*Wrote marketing emails; maintained sales teams contact information in Highrise database
Previous Experience
Specialty Clerk
Calspan Corporation, Buffalo, NY
*Worked on admin team providing desktop publishing and clerical support to engineering staff of over 50 employees

*Responsible for employee travel expense reimbursement forms for accounting department

*Made travel arrangements for employees and visitors
*Provided back-up reception duties to department head

Freelance Correspondent

Union Sun & Journal, Lockport, NY

*Covered local government and school board meetings for daily newspaper with circulation of 18,000

*Worked with city editor to proofread and check facts of articles
Homecare Provider

Home Instead Senior Care, Lafayette
*Helped seniors in their homes with errands, meal preparation and other daily activities; worked with visiting therapists to encourage proper exercise routines
Education
University of Colorado
*Bachelor of Science in Journalism; continuing education in Teaching
La Pietra High School

*High School Diploma
