Sharon West
720-435-7595 ∙ Swest0215@gmail.com


EDUCATION	Nov 2010- Present 		 DEVRY UNIVERSITY		      Westminster, CO
Working towards my Bachelors in Business Administration- GPA 4.0 
SKILLS	Microsoft Office, Microsoft Outlook, QuickBooks, Integrated Dealer Systems, VMWare, Open-source Ticket Request System (OTRS), Siebel 

EXPERIENCE	Oct. 2011-Present		SERVICE SOURCE		   	               Denver, CO
	Enablement Administrator for Revenue Service Company
· Responsible for the quote renewal of hi-tech service and support agreements to an established customer base by generating sales quotations for customers, using dedicated sales database systems.
· Use databases to research accounts and uncover new opportunities
· Ability to work effectively with 150-200 accounts per quarter
· Ensure the integrity of client information maintained in the database systems
· Assist with streamlining of systems and processes to further enhance automation and efficiency

2009- 2011 		                   RV AMERICA	           	 	               Aurora, CO
			         	Sales Associate for RV Retail Store (6 Months)
· Performed all Customer Communication regarding product function, pricing and closing sales. 
· Ordered parts from factory and distribution center in addition to negotiating the pricing for parts with manufactures.
· Performed Accounts Payable, As well as Account Receivables, Shipping and Receiving duties, created purchase orders and updated all parts pricing in computer database.
· Designed and maintained product displays, assured all products were restocked and up to date, and the integrity of products was intact.  
· Performed administrative tasks including: filing, faxing, copying, phone and cashier duties etc. 
2009-2010
 Promotion to Service Writer (9 Months)-In addition to duties performed above:
· Performed writing service orders and set up appointments for customer to bring in products needing service, using Dealership Software and Microsoft Office
· Communicated with customers to keep them informed about their product status including existing warranties, insurance claims and product location.  
· Updated paperwork and performed payroll duties for employees. 
· Created Extended Warranty Claims and Insurance Claims by gathering necessary information needed for insurance and warranty companies (State Farm, Gieco, All State), to successfully complete claim; i.e. took pictures, submitted the claim, and received payment. 
2010-2011 
Promotion to Warranty Administrator-In addition to all duties performed above:
· Shipped parts out to factory to get paid on claims as well as shipping parts out to customers and receiving of parts
· In addition to Extended Warranty Claims and Insurance Claims, I also Created Warranty Claims and collected money from Warranty Companies
· Applied checks to the correct invoices once they came in from the warranty company and followed up on claims older than 15 days or more
2008-2009 	  		        LE CREUSET			          Lakewood, CO  
				Sales Associate for a High-End Cookware Retail Store
· Greeted and directed guests and clients upon their arrival in addition to assisting customers in finding and buying appropriate items for sale.
· Participated in closing of all sales including cashing out customers.   
· Designed and maintained store show room and all additional in-store displays.
· Processed merchandise orders and oversaw inventory stock on sales floor including shipping and receiving duties while maintaining an organized space and overstock room.  
· Answered phones and responded to a variety of complex inquiries.
· Maintained knowledge on updated product information and sales training. 
· Practiced very strong customer service skills in order to succeed.

