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Profile:
[bookmark: _GoBack]I’m a military veteran with 5 years of experience in production, customer service, education, and transaction management and reconciliation. I’m able to thrive both independently and with a team. I learn quickly on the job and assist companies in meeting customer expectations and business goals.

Education:
Columbia College of Missouri; Columbia, MO		                   2014
- Associates Degree, General Studies

Columbia College of Missouri; Columbia, MO							                 Expected  2016
- Bachelors of Science, Management Information Systems

Professional Experience:
Optics Planet	                      2013 – Present
Returns Specialist
· Plan and conduct the analysis, inspection, design, test, and/or integration to assure the quality of products and/or components.
· Responsible for entire returns process: initial processing, receiving, inspection, sorting, restocking and other related duties.
· Understands the terms and conditions for warranty, extended warranty, exchange items and special customer agreements.
· Communicate with customer service department regularly regarding returns and goods received to properly resolve orders.
· Initiate and maintain documentation such that the necessary records are complete and current.

What this means to you: As a returns specialist, I was active in seeing through the entire returns process from soup to nuts. I was also responsible for modifying the process for customer specific requirements and managing these slight modifications/deviations to the normal procedure. I gained valuable experience in logistics and operations and practiced GMP documentation and record keeping.

Lake Shore Academy	                                  2013 –2013
Teacher’s Aid
· Managed a classroom of autistic adults and was responsible for maintaining classroom order, safety, and materials.
· Lead and supported the instruction of autistic students with behavior/emotional/social/learning disorders.
· Performed daily functions which included grooming and maintaining student hygiene, education and learning exercises, as well as coordinating leisure activities.

What this means to you: I have experience successfully working with individuals from all aspects of the social, psychological, and cultural spectrum. This opportunity helped me further cultivate my understanding and sensitivity to people’s differences in an environment that promotes learning and productivity.

Bright Star	                                 2012 – 2013
Inventory Specialist
· Creating orders using scanners and reconciling the orders in the inventory system.
· Verifying quantities of orders and identifying errors before releasing orders.
· Accurately follow each procedure for each different type of order.

What this means to you: As an inventory specialist, I was responsible for learning and executing written procedures and maintaining the integrity of the ordering process on the back-end.

Navy Reserve	                      2010 – Present
Sailor/ Aircrew Survival Equipment Inspector
· Creating orders using scanners and reconciling the orders in the inventory system.
· Followed QA steps to inspect items.
· Able to followed detailed instructions.
· Understand how and when to use various emergency equipment for aviation.

What this means to you: Being a Navy Reserve, I am dedicated to the service of my country and bring with me a wealth of experience unique to military service. I learned how to both follow orders and lead and learned respect, discipline, and commitment. 


Sam’s Club	                                                         2007- 2008, 2011- 2012
Membership Associate
· Sold and processed membership and credit card applications.
· Communicated with customers and provided help as efficiently and quickly as possible.
· Promoted from cashier to the membership department as a membership associate.

What this means to you: As a membership associate, I gained valuable sales and customer service experience. I also became comfortable handling a database of customer accounts and cross referencing information as necessary for the job requirements.

Technical Concepts	                               2008 – 2009
Production Worker
· Ensured product was not damaged or defective and confirmed proper labeling on product.
· Assisted in other departments to acquire production skills such as faucet assembly and operation of a laser label machine.
· Completed and sent shipments to receiving.
· Trained and acquired forklift license.

What this means to you: As a production employee, I was able to perform and gain a sound understanding of the “behind-the-scenes” activities of a business. I learned how to operate machinery necessary to take a product from production to the consumer.
Page 1 of 2
