Dear Anita & Angel;

Thank you for the opportunity to apply for the Online Sales Operations Specialist position. Hopefully the following comments will show how my qualifications tie in with your requirements.

1. Why are you interested in this position?

> Mainly for further growth here at REI. I have enjoyed my time so far with Direct Sales and am in the process of getting my Specialist training to open additional opportunities.

2. Briefly share how your experience has prepared you for this role.

> I’ll attempt here to identify key areas of my experience and at the same time address specific qualifications you outline in the posting;

- solving problems that interface with the internet, e-commerce, and customers

- accountable for responding to all specialized emails, live help, and calls from customers requiring a higher level online of expertise

- excellent problem solving skills with demonstrated follow through

- demonstrated ability to prioritize and perform multiple simultaneous tasks

- demonstrated customer service orientation and commitment

> I have always been a problem solver, whether in personal life or professional. Recently I was a contract IT Systems Admin for a small company with about 25 office staff. Being the main (read: only) point of contact for any and all IT issues, I dealt with all aspects of their IT operations from simple PC purchase, install and upgrades, to full EDI development, software and hardware purchase, install and upgrades as well as network (wired and wireless) purchase, installation, and upgrades.

- leadership role in creating and promoting resources that increase quality and efficiency of our customer contacts

> In addition to problem solving, I enjoy (and seem to have a knack for) identifying deficient areas that could use improvement. Whether it is related to IT systems, or operational processes I constantly look for better methods.

- perform e-mail evaluations to ensure they meet REI's standards for quality and accuracy and provide feedback to Direct Sales Supervisors for coaching and training of Direct Sales staff

- identify and report on trends, issues and customer feedback to Supervisor and team

- test and provide feedback for reported website problems to ensure the systems are functioning properly

- maintain and release orders in The Order Application for Direct Sales (TOAD)

- responsible for daily maintenance of Outlook email boxes, electronic gift card follow-up communications, and online order hold reports. 

> I have had analysis and development oversight and implementation responsibility for projects with local and limited use through to Global role-out of software applications for multiple offices, in multiple time-zones, with the potential of lost revenue to millions of dollars each day due to failure or inaccuracy. Have worked with or reported to all ranges of company staff from desk level operations staff through and to executive officers of companies during these implementations. These implementations also required follow-up and initial maintenance to ensure desired outcome. In some (many) cases the specified client requirements were not what they thought so design and development changes would need to be applied on the fly.

- familiarity with REI departments and their functions

- demonstrated verbal and written skills; excellent spelling, grammar, proofreading and punctuation

- required knowledge of Windows, browser applications, Word, Excel, Outlook with preferred knowledge of Order Power, CSA (Customer Information), and Instant Service

> While I am still new to REI, I have been fortunate to be in a department that interacts with so many other groups. I wouldn’t say I have a full understanding with all departments and functions, but I am familiar with them. I hope my current communications are an indication of my verbal and written skills. My knowledge and expertise with Windows, and most Microsoft office products dates to, and in some cases, the original versions of these programs (Windows 3.0, MS Office 1.0).

DAVID W. COLBETH

21816 – 113TH STREET EAST

BONNEY LAKE, WA 98391

PHONE 206-264-5217

E-MAIL DAVID@COLBETH.COM

SUMMARY OF QUALIFICATIONS

- Excellent Internal and External Customer Service

- Public Relations

- Information Research and Development

- Hiring, retention, and staffing reductions 

- Inventory and Warehousing Management

- ISO 9000 Compliance Trainer

- Billing / Invoicing

- Budgets Development and Implementation

- EDI Specific

   ANSI x12 proficient

   FTP

   VANS

- General network and systems management and analysis

- Accounting Skills, Receivables & Payables

- Opening and Close of Corporate Office

- Interpretation of Public Policy Process, Rules, Laws and Regulations

- Request For Proposals

WORK EXPERIENCE

October 2006 – Present 
Windermere Real Estate / Lake Tapps

Real Estate Professional

Helping clients understand how and why they should buy, sell, or invest in real estate as part of their financial portfolio, while providing the highest quality customer service.

January 2004  – Present
dlc Northwest, LLC

Consultant – Client Relations and Product & Business Development

Autonomous responsibilities for client relations, product & business development, and technology management. Contract development and consulting in the following fields; technology, information systems, customer service, office operations, logistics, transportation, distribution, and all aspects of real estate. Please see Appendix “A” for a more detailed list of IT related aptitude.

December 2001 – January 2004
Expeditors International

EDI Specialist - Information Systems

Wide variety of responsibilities with focus covering the use of various systems, standards, and applications such as; ANSI x12, EDIFACT, XML, dB2, HP/MPE, WMS, FTP, HTTPS, VANS, and other Import and Export Customs compliance and brokerage processes.

October 2000 - December 2001
Expeditors International

Customer Service Supervisor - Distribution Services

Direct supervision of 7 Account Coordinators and additional temporary staffing as needed. Also responsible for hiring, retention, and staffing reductions.

April 1998 – October 2000
Expeditors International

Operations Support - Distribution Services

Involved with strategic planning including ISO 9000 Compliance and new customer implementations

April 1997 - April 1998
Expeditors International

Distribution Account Coordinator

Inventory Management and Domestic Distribution for $3 million+ worth of inventory

November 1995 - April 1997
Future Shop & The Good Guys

Department Lead, Sales and Customer Service

March 1995 - November 1995
Paragon Gaming, Inc.

Office Manager & Executive Secretary to Vice President of Operations for this leading edge company.

January 1992 - June 1994
Highline Community College

Specially recognized for outstanding performance as Student Body President. Also, intimately involved with distribution of over $500,000 student activities budgeting process.

Summers 1993 & 1995
Manpower & Evergreen Temporary Services

Various temporary assignments with a focus on office, and computer related tasks. Specially recognized for performance and for my excellent work on assignments for Manpower®.

October 1989 - November 1991
US Army - 15th Engineer Battalion

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

EDUCATION

September 1994 - March 1995
Central Washington University

Studies focused on Bachelor's Degree in Business Administration

January 1992 - June 1994
Highline Community College

Associate of Arts Degree with an emphasis in business

COMMUNITY ACTIVITIES & MEMBERSHIPS

- Vice President and webmaster – Bonney Lake Lions Club (www.bonneylakelions.com)

- Sr. Vice and webmaster - Veterans of Foreign Wars Post 6785 (www.kentvfw.org)

- Mentor to Cleveland High School Info-Tech Academy – 2003

- Goldwing Road Riders Association

APPENDIX A

Information Systems Coordinator

- Analyzes, designs, and develops specifications for enhancements and extensions with EDI application interfaces and maps.

- Coordinates EDI testing and trading partner implementation initiatives.

- Has knowledge of commonly-used concepts, practices, and procedures within the Information Systems and EDI field.

- Maintains, repairs, and troubleshoots desktop hardware and software packages.

- Provides end users support for all LAN- based applications.

- Provides technical support and guidance to users.

- Coordinates all IT projects and ensures company resources are utilized appropriately.

- Identifies and analyzes systems requirements and defines project scope, requirements, and deliverables.

- Relies on extensive experience and judgment to plan and accomplish goals.

- Supports, monitors, tests, and troubleshoots hardware and software problems pertaining to LAN.

- Coordinates project activities to ensure all project phases are documented appropriately.

- Recommends upgrades, patches, and new applications and equipment.

- Reviews, plans, and evaluates network systems.

- Analyzes LAN/WAN and recommends upgrades/changes and security procedures and policies; assesses organization's current and future LAN/WAN needs.

- Provides tactical and strategic input on overall network planning and related projects.

- Responsible for the overall plan, design, installation, maintenance, management, and coordination of LAN/WAN integration into the network.

- May be responsible for customer service and end-user training.

- Develops and maintains all systems, applications, security, and network configurations.

- May run diagnostic tests to ensure systems are operating efficiently.

- Recommends and schedules repairs.

- Responsible for all aspects of E-mail groups.

- Reviews, analyzes, evaluates and maintains an organization's telecommunications system.

- Sets up, configures, and supports internal and/or external networks.

- Installs new software releases, system upgrades, evaluates and installs patches and resolves software related problems.

- Oversees the release, and maintenance of e-mail application systems.

- Schedules information systems equipment usage in order to fulfill company needs.

- A wide degree of creativity and latitude is expected.

- Performs a variety of complicated tasks.

- Recommends appropriate maintenance strategies to ensure uninterrupted systems usage.

- Troubleshoots network performance issues and creates and maintains a disaster recovery plan.

- May lead and direct the work of others.

- Provides documentation/project tracking and management reporting.

- Responsible for developing and managing Information Systems security, including disaster recovery, database protection and software development.

- Maintains data files and monitors system configuration to ensure data integrity.

- Reports to senior or executive level management.
