	Cathy Sue Wood
8219 Chase Drive
Arvada, CO 80003
Evening Phone: 720-540-3243
Day Phone: 720-385-4888
Email: cathy69sue@gmail.com


	WORK EXPERIENCE
	Pavestone Company LLC
	1/2005 - Present


	
	Henderson, Colorado 
	


	
	
	Salary: $40,000 Per Year


	
	
	Hours per week: 40+


	
	Sales Administration/Regional Construction Reporter
       1. SALES SUPPORT~

       PROCESS COMMERCIAL PAPERWORK

· Issue and manage contracts for commercial projects 

· Supervise production of commercial projects

· Process other commercial paperwork- job information sheet and joint check agreement (if applicable) and forward to Service Center Credit Manager

· Maintain commercial project folders- update shipping log, contact customer regarding over shipping on contract, etc.

· Verify project folders have complete paperwork- signed contracts, job information sheets, joint check, exemption certificate (if applicable), etc.

       BIDS AND LEADS-LOCAL AND NATIONAL

· Identify project leads for Outside Sales Staff-  See Project Leads How To for detailed instruction

· Distribute leads to appropriate Outside Sales staff based on branch’s designation of sales’ staff agenda (territory, pavers vs. walls, CV vs. CM, etc.)

· Manage and disperse Project Lead Spreadsheet- make notes based on Outside Sales Staffs’ direction and archive leads as they are found to be out the scope of our work or as bidding/RFP selection is complete.

· Occasionally pursue leads as necessary and with direction of sales staff including estimating project size
· Prepare and disperse marketing materials to Architects/Engineers promoting Lunch and Learn Presentations on RFPs

· Assisted/Head with Vice President in development of a Federal Government Lead Acquisition program for the company to expand business across entire company
SPECIAL MARKETING PROGRAMS

· Develop and publish any applicable works to generate interest in Pavestone Products (i.e. Newsletters, Mailers, Email Blasts, etc.)

· Prepare product testing and specifications for commercial projects that require (i.e. Department of Transportation- initial project binders, Certificates to accompany shipments)

      MICROSOFT CRM DATABASE SUPPORT

· Entry of contacts from project leads obtained by admin.- Sales staff to enter the contacts they encounter in the field

· Update contact information as needed

· Creation of Groups for marketing mailers and project lead mailers/email blasts
       SALES REPORTS 

· Maintain and disperse sales numbers on a weekly basis provided by Lee Reich on an Excel Spreadsheet for all Outside Sales Staff for the branch- broken out by month with a header sheet for the entire branch combined

 ARRANGE ALL DETAILS OF MEETINGS/HOMESHOWS AND SEMINARS

· Schedule Meeting  and Guest rooms and coordinate event catering with Sales Dept of Hotel

· Organize catering for Lunch and Learn Presentations at site other than hotel and for meetings at Pavestone facilities.

· Generate Mailing list and labels for Invitations if applicable

· Prepare any marketing materials for programs if needed

       ORDER ALL COLLATERAL FOR OUTSIDE SALES

· Literature and all marketing materials

· Envelopes

· Resale products stocked at the branch

2. SAMPLES/SAMPLE BOARDS~

ORGANIZE AND SHIP SAMPLE REQUESTS. PRIORITIZE ALL   
SAMPLE BOARD  REQUESTS

· Contact Inventory Manager and obtain samples 

· Package samples if necessary

· Process UPS/USPS/FedEx Labels per Outside Sales Staff Request
· Process any Infinium Paperwork for Customer Samples if necessary
3. DISPLAYS (MATERIALS AND SETUP)~
ORGANIZE DISPLAY MATERIALS

· Coordinate product needs with Sales, Inventory/Yard Personnel, and Operations Personnel if product is to be manufactured.

· Process applicable paperwork in Infinium

· Research cost of material for Infinium paperwork

 4. TRAVEL/SPECIAL EVENT ARRANGEMENTS~

 ARRANGE ANY TRAVEL FOR SALES STAFF (RETAIL/CV/EMPLOYEES)

· Make Flight arrangements via Travel Focus

· Make Hotel arrangements via Travel Focus

· Make Car Rental arrangements via Travel Focus

        5.  OFFICE SUPPORT~

        BASIC CLERICAL FUNCTIONS

· Assist in answering and screening phone calls to direct to the appropriate person

· Answer phone and email inquiries regarding product questions 

· New Customer File Setup and Maintenance- processing new accounts into system, processing credit applications

· Miscellaneous mailings/e-mailings other than marketing materials- invoices, new customer activation, credit applications, etc.

· Organize completed billing and file in appropriate files

· Train new staff 

· Facilitate with Accounts Receivables- collect on credit and COD accounts

          INSIDE SALES FUNCTIONS

· Order Entry for commercial projects and any walk in customers
· Submit delivery tickets to dispatcher 

· Assist with walk-in customers- showing samples and display area, verifying product to match existing projects etc.

· Maintain Customer Pricelists in Excel

· Maintain and safeguard special pricing on CM/CV accounts

· Provide Dealer information sheets to walk-in customers as necessary (homeowners, small quantity purchases, etc.)

       6.   OTHER EXPERIENCE~
· Maintain Accounts Receivables
· Process invoices for accounts payable for large raw materials invoices and trucking companies
· Dispatch orders to company truck drivers and outside carriers



	
	Circuit City
	6/2003 - 12/2003


	
	Westminster, Colorado US
	


	
	
	Salary: 14000 USD Per Year


	
	
	Hours per week: 30


	
	Customer Service Representative


	
	· Assist walk in customers 
· Process sales transactions, return transactions and credit applications

· Process service paperwork on warranty items 
· Prepare large volume deposits of cash and checks 
· Assist warehouse with picking items for customer orders 
· Answer technical questions for customers


	
	Burger King
	5/2002 - 6/2003


	
	Arvada, Colorado US
	


	
	
	Salary: 5000 USD Per Year


	
	
	Hours per week: 30


	
	Shift Leader


	
	· Process sales transactions

·  Expedite customer orders

· Open and close the store 
· Issue deposits and enter sales data on an Excel spreadsheet

· Reconcile cash drawers during opening shifts

· Manage 3-4 personnel during shifts 
· Process inventory when deliveries are made


	       EDUCATION
	DeVry University 


	
	Westminster, Colorado US 


	
	Some College Coursework Completed- 20 Semester Hours 

Major: Business Administration

	                         REFERENCES
	· John Rowe  Pavestone Company  Commercial Sales Manager 720-339-8646

· Tom Schnetzler Pavestone Company Commercial Wall Sales  720-236-4482

· Kristen Holifield Pavestone Company Inside Sales  720-878-8578
	
	


