Melanie Vastardis
	5783 W 60th Ave
	Phone: 720-982-0768

	Arvada, CO  80003
	Cell: 720-982-0768

	
	heymelanie@yahoo.com


Career Objective
I am an experienced Customer Service Professional eager to bring my strong administrative skills to any company in need of top-level support.  I’d like to work in an office environment and my goal is to obtain a position with a company of like-minded professionals.  I would especially enjoy a position that offers regular interaction with others.   I would also like to work full time hours but am willing to start as part-time if necessary.  I have transportation and my schedule is flexible.
Professional Experience
Partner/Owner











12/1999 - 2013
Beyond Graphics – Arvada, CO
I was the Front Desk CSR & First Point of Contact.  I handled all Sales and worked with the customer continuously until order completion.  I am very strong in Customer Service, Management & Bookkeeping.  I worked with Quickbooks daily and also familiar with Word, Outlook, and Excel.  I had continuous interaction with staff, clients and vendors. I used a multi-line phone line system with headset. I also helped with physical production either Screen-Printing or Embroidery when needed.  This business was a joint vision to become self employed and it was a huge success until world/life changes forced change within the company.  I’ve been sole owner for the past 6 years until recently when I decided to close.
	●
	Front Desk Customer Service Professional
	●
	Accounts Payable / Receivable

	●
	Human Resources / Payroll
	●
	Office / Team Management

	●
	Intuit QuickBooks / Word / Outlook / Excel
	●
	  Sales / Procurement

	●
	Persuasive, Creative & Skilled Negotiator
	●
	Screen-Printer

	●
	Bookkeeping / Filing / Typing
	●
	Embroiderer


Core Accomplishments:
Account Management
· Managed over 70 large accounts for advertising agencies and brand advertisers. 
· Successfully grew advertiser budgets by 100% and advertiser spending by 150% in 1.5 years. 
Sales 
· Consistently generated additional revenue through skilled sales techniques. 
· Cross-sold services at a rate of 30%, upgrading customers to different plans or package deals. 
Customer Interface 
· Built strong relationships with customers through years of repeat orders and word of mouth. 
· Assisted customers over the phone regarding store operations, product, promotions and orders. 
Front Desk CSR/Sales/Screen-printer







          12/1995 - 11/1999
Inland Designs – Englewood, CO
I was hired as a 3rd shift screen printer but ultimately moved to the front office for Sales, Purchasing, AR/AP.  
Reason for leaving – left to start my own business.   Inland Designs closed in approx 2001.
	●
	Front Desk Receptionist
	●
	Customer Service / Sales

	●
	Intuit QuickBooks, Word
	●
	Purchasing

	●
	Typing / Filing
	●
	Screen-Printer

	●
	Accounts Receivable / Payable
	●
	Shipping


Prior to 1995:  I have worked in all types of industries through Temporary Employment agencies.  Some jobs were only a few days and others lasted months or even turned permanent.  I generally will be in a position that requires heavy Customer Service and Communication skills.  Some of the industries/duties: Construction, Oil/Gas, Landscaping Outside, Accounting Offices, Shipping/Receiving Clerk, Administrative Assistant, Telephone Answering Service Switchboard, Grocery Store Clerk, Waitress, Bartender, Casino Cash Attendant, Salon/Spa Receptionist, Stocks & Bonds Municipal Bond Librarian, Date Entry and etc. 
Education:  Kennedy HS Graduate, Denver, CO, United States:  Extra classes in Business & Office Education.
