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Seeking: Office position that incorporates my fifteen years of management experience and IT background. A self-starter adept at managing multiple projects simultaneously. Consistent excellent customer and employee feedback demonstrated through my twelve years in the mobility business. I excel at managing routing and scheduling responsibilities.
Professional summary:
· Initiates, organizes, and direct projects to completion

· Manages and directs workload planning, scheduling, and daily assignments
· Utilizes first-rate problem solving skills maintaining professional demeanor with attention to detail and customer satisfaction

· Employs excellent interpersonal and communication skills, engaging customers as well as employees, management, and executive level personnel
· Applies time management and work prioritization skills, meeting deadlines
· Develops and maintains proficient inventory control within budgetary guidelines
· Matches customers with products and services to meet their specific needs
· Organizes consistent and effective employee training

· Creates and manages scheduling of deliveries and maintenance, routing field staff
Experience:  
The Scooter Store, Field Support Specialist    Mobile, Alabama          October 2006 - 2013
Field Support Specialist:

· Scheduled daily routes of service and deliveries and appropriate paperwork for five (5) employees using dedicated software.

            Covered staff shortages in the field.

· Excelled with client service: answering questions, giving tips for product use, and service information via telephone and daily walk-ins, which included sales.

· Managed warehouse inventory system and insured that up to five vans had the correct parts for delivery to customers. Inventory control included receiving, shipping, tracking, and ordering mobility units, parts, and supplies. Received and stocked parts and units for inventory using scan guns and computers.

· Controlled store and office supplies, placing weekly, adhering to corporate budgetary guidelines.

· Oriented and trained new employees: customer relations, hazardous health conditions, Medicare, Medicaid, and insurance guidelines, policies and procedures for routes and deliveries.

· Covered Action Distribution Center Manager’s positions when Managers were absent or on an interim basis until positions were filled. In addition to regular job responsibilities, this included analyzing and acting on data in a variety of spreadsheets, daily conference calls with the corporate office, handling customer issues, and managing five mobility managers.

· Achievements include: (1) creating a filing system that expedited customer delivery and service paperwork, (2) implementing procedures to put the Mobile distribution center consistently in the top distribution centers (total of 54 centers in 7 regions) for operating efficiency. (3) exceeding corporate goals: rewarded with bonuses, (4) clearing Florida and Class 3 background checks which enabled access to customers in their homes, and visits to doctors’ offices and hospitals.

The Scooter Store, Mobility Manager II
 Mobile, Alabama
July 2001 – October 2006
· Delivered and serviced power chairs and scooters.

· Educated new owners and family members on operation and safe use of equipment.

· Upheld routine van maintenance and inspection schedules.

· Oriented and trained new employees (see Field Support Specialist above for details.)

· Covered Action Distribution Center Manager positions (see Field Support Specialist above for details.) On the job training for distribution manager included learning the day-to-day operations of the distribution center, i.e. how to complete the daily spreadsheets, preparation for unscheduled and scheduled surveys/inspections from Medicare, Medicaid, and our national accreditation company, A.C.H.C.
· Set-up IT equipment (computers, scan guns, printers, monitors) to maintain the computer system’s efficiency.

· Maintained MSDS safety manual and log.
· Achievements include: (1) held Personal Best Award for six months, resulting in raises, (2) received the 2002 annual company Always Do The Right Thing award at the annual gala with over 1,800 employees in attendance, (3) maintained perfect driving record for five years, (4) cleared Florida and Class 3 background checks which enabled access to customers in their homes, and visits to doctors’ offices and hospitals, nursing homes, (5) obtained certification in the use of walkie stacker fork lifts.
Televox Software Installation, Installation Engineer,      Mobile, AL Oct 2000 – April 2001
Completed eight-week software and hardware installation course with a B+. Installed and removed telephony systems and software. Organized individualized training classes for each client, researching their systems and preparing materials in advance. Made travel plans and traveled extensively in the U.S. to install and train up to 10 clients twice a week. Received excellent client reviews with commensurate bonuses. Used company laptop to complete information unique to each site and software used.
Mid-South Data Industries, Cable Technician,   
Mobile, Alabama  Oct 1999 – June 2000
Installed and removed documented LAN and WAN networks for commercial and industrial clients, documenting each installation along with test results, including pulling CAT5 wire, fiber optics device termination, and mounting MDF and IDF patch panels.

Education:  
Associates Degree: Computer Information Systems. Southeast College of Technology. 1999. GPA 3.14. Perfect attendance award 100%.

References:  Furnished upon request.

