Cheri Goddard

12441 Newton St, Broomfiled Co 80020
 (c)303-912-0926 

cheri_goddard@yahoo.com
CPI Card Group, Littleton CO 7/2012 – Present

Card Services Fulfillment and Shipping Lead
Lead, train and motivate Card Services Team to perform at a superior level.
Stages jobs for processing within department to ensure meeting shipment date.

Process and audit documentation for completed daily jobs and their shipment.

Coordinate the packaging of outbound shipments with the Sales department.

Responsible for the shipment of over 1000 packages daily via FedEx,UPS, Pitney Bowes and USPS.

Adhere to all requirements of the CPI Safety and Security Program.
Use and demonstrate proper product movement with various equipment.

Veolia Transportation, Phoenix AZ
 02/2012 – 04/2012
	Transit Assistant/Parts Clerk

Maintained fleet history information for all vehicles; documented daily fuel and oil usage, and major component serial numbers.
Electronically processed and filed all repair orders. 

Ordered and stocked parts. 

Issued and received purchase orders, processed A/P invoices.
Maintained parts availability and parts received; provided relevant information to shop foreman and maintenance staff.

Ensured cleanliness of parts storage, counter, and receiving area.

Worked with shop foreman to maintain inventory control and parts distribution; internal repair orders and the issuance of special tools to shop mechanics.

Performed annual physical inventory and weekly cycle counts to ensure that an accurate parts inventory was maintained at all times.

Established practices that ensured a safe and healthy environment in the parts department at all times.


Picosecond Pulse Labs, Boulder CO
 05/2010 – 11/2011
Shipping & Receiving Clerk

Used Visual software to input and verify serial numbers on components from manufacturing, incoming shipments from vendors and outgoing orders to customers.  
Maintained accurate inventories of finished goods and raw materials. Verified and kept records of incoming and outgoing shipments, prepared items for shipment by comparing and identifying information, count and weight. Examined contents and compared records, such as manifests, invoices, or orders, to verify accuracy of incoming or outgoing shipment, domestic and international. 
Demonstrated meticulous, detailed record keeping.  Recorded shipment data, such as weight, charges, space availability, and damages and discrepancies for reporting, accounting, and recordkeeping purposes. 
Contacted carrier representatives, made arrangements and issued instructions for shipment and delivery of materials. 
Conferred and corresponded with establishment representatives to resolve and rectify problems, such as damages, shortages, and nonconformance to specifications. 
Requisitioned and stored shipping materials and supplies; maintained stock inventory.  
Delivered or routed materials to departments, involved hand-trucks, conveyor, or sorting bins. 
Computed space availability; calculated shipping, storage, and demurrage charges. 
Packed, sealed, labeled, and affixed postage for shipment to customers.  Used hand tools, power tools, postage meter for UPS, FEDEX and DHL on-line systems. Filed completed orders and vendor receipts weekly.
Picture This Superior, Lafayette, CO
08/2008 – 10/ 2009
Production Assistant 
Mounted and finished high end photographs with an alternative to traditional framing using MDF wood. Entered orders on in house web system and Quickbooks.

Tool King, Lakewood, CO

 02/2007 – 8/2008
Administrative Asst/Cashier/Warehouse Asst

Invoiced Web/Amazon/EBay Orders with Great Plains software and product Verifies/Refunds/Disputes on PayPal

Approved and monitored all payments made through E-Bill me, Bill Me Later and Amazon Orders.
Downloaded and processed Ubid orders as well as monitored tracking numbers.
Backup integration; and return/re-invoice orders.
Provided exemplary customer service per company standards; processed sales quickly, accurately, and efficiently.

Cash register operations and safeguarded company assets.
D&L Stained Glass, Boulder, CO
06/2006 – 02/2007
Warehouse Associate/UPS Dept 

Used established inbound and outbound processes to expedite orders for customers.
Accurately picked items from designated locations using PO tickets and Add-on sheets.
Staged merchandise and completed necessary documents.
Properly packed merchandise with proper materials to ensure adequate protection during the shipping process.
Received in daily deliveries and used material handling equipment.
Stocks merchandise in appropriate locations.
Demonstrated commitment to providing superior customer service.
Imagine Nation Books, Boulder, CO
 06/2005 – 05/2006
Company Store/Warehouse Coordinator/ Support Services 

Maintained inventory and received email orders.
Picked, packed and shipped orders to nationwide school and corporate representatives.
Provided administrative support for other departments as needed.

Provided support for the accounting department; including research and special reports.

Kaiser Permanente, Denver, CO            01/2004 – 06/2004
Facilities Buyer 

Received and processed inventory requisitions from hospital departments.

Ordered and distributed supplies.
Storage Technology, Louisville, CO          09/1998 – 10/2003
Traffic Administrator / Support Services Coordinator  

Audited the movement of shipments for routing compliance; and also for opportunities to improve shipping processes.

Maintained and reported operational information as required.

 
Monitored documentation preparation: assumed process improvement. 

Demonstrated leadership within the documentation group.
Prepared international shipment documentation with SAP and EMS systems; data entry using SAP.
Customers interface; and responded to e-mails.
Carrier Access Corp., Boulder, CO
   09/1997 – 09/1998
Materials/Shipping Coordinator/Receiving 

Maintained accurate inventory; pulled, packed and shipped orders.
Received materials and stocked inventory.
Responsible for packaging kits and provided audit kits for customers.
Ensured shortages on kits were filled and arranged for subcontractor pickup/delivery.
Assisted material planner with line down situations.
Audited year-end physical inventory valued at $3.5 million.
Tracked inventory and internal invoices.
Operated MRP 9000; Airborne Online, UPS Online, Fed Ex, Power ship 2, Roadway, Emery, CF freight, and various truck shipping methods.
Restocked finished goods to proper warehouse locations.
References available upon request

