DAVID W. COLBETH

31716 - 3rd Place South ( Federal Way, Washington 98003 ( (206) 264-5217

Summary of qualifications

	· ISO 9000 Compliance Trainer
	· Billing / Invoicing

	· Public Relations
	· Budgets Development and Implementation

	· Inventory and Warehousing Management
	· Opening and Close of Corporate Office

	· Internal/External Customer Service
	· Information Research and Development

	· Typing / Filing / Mailing
	· Interpretation of Public Policy Process, Rules,

	· Presentations Preparation
	Laws and Regulations

	· Request For Proposals
	· Accounting A/R & A/P

	· Answering/Routing Calls
	· Meeting Scheduling

	· Office Supplies Ordering
	· Purchasing

	· Marketing
	· Forms Design/Printing

	· Computer Related Skills:
	

	MS Windows - Broad Usage NT/98/95/3.1
	COREL - Photo Paint

	MS Word -Broad Usage
	Visio -Flow Charts & Diagrams

	MS Excel -Broad Usage
	Data Entry / Scanning & OCR

	MS Power Point -Broad Usage
	Page Layout / Design / DTP

	MS Access
	File Maintenance / Backup & Restore

	Advanced knowledge of general computer skills
	Network repair and installation

	Hardware diagnosis and installation
	Systems and accessories installation


Employment

	Expeditors International of Washington

Kent, Washington
	April 1998 - Present

Operations Support - Distribution Dept.

	Expeditors International of Washington

Kent, Washington
	April 1997 - April 1998

Distribution Account Coordinator

Inventory Management and Domestic Distribution for

$3 million+ worth of inventory

	The Good Guys

Federal Way, Washington
	May 1996 - April 1997

Department Lead

Sales and Customer Service

	Future Shop

Tukwila, Washington
	November 1995 - May 1996

Department Lead

Sales and Customer Service

	Paragon Gaming, Inc.

Kent, Washington
	March 1995 - November 1995

Office Manager & Executive Secretary to Vice President of Operations

	Highline Community College

Des Moines, Washington
	January 1992 - June 1994

Recognized for outstanding performance as Student Body President

	Manpower & Evergreen Temporary Services

Tukwila & Federal Way, Washington
	Summers 1993 & 1995

Various temporary assignments with a focus on office, and computer related tasks.  Recognized for a job well done and for my "fine work" on my assignments by Manpower®.

	US Army - 15th Engineer Battalion

Ft. Lewis, WA
	October 1989 - November 1991

Recognized for meritorious achievement as a combat engineer, also received: National Defense Service, Southwest Asia Service, Army Good Conduct, and Achievement Medals


Education

	Central Washington University

Ellensburg, WA
	September 1994 - March 1995

Working toward a Bachelor's Degree in Business Administration

	Highline Community College

Des Moines, WA
	January 1992 - June 1994

Associate of Arts Degree with an emphasis in business



