SHAWNDRA L. THOMPSON
429 PAULDING LANE
DALLAS, GA  30132
PHONE (404) 552-9797 / EMAIL (SPANK901972@GMAIL.COM)

 					SUMMARY OF QUALIFICATIONS
        AN EXTRAORDINARY TEAM PLAYER with over a decade of Customer Service experience, including 10 years in Real Estate Industry, 10 years as an Administrative Assistant/Secretary/ Data Entry Specialist, 12 years of Warehouse/Shipping & Receiving and 2 years as a Medical Receptionist/Medical Records Clerk.
        Strength in proficiency in numerous software applications including but not limited to:  UNIFI 6.0, Microsoft Windows,  Microsoft Word, Microsoft Excel, Microsoft Outlook, Microsoft Access, WordPerfect 7.0, Lotus 1-2-3, Norton Utilities, Internet Explorer, Genesis, Kofax Capio (scanner), SAP, Adobe Reader 7.0, Online Express, GoldVision, GoldTeller, Enterprise Cash (Freddie Mac), and Mornet (Fannie Mae).
         DIPLOMA – COLLEGE PREPARATORY COURSES (Oakland Technical High School – Oakland, CA)
         ASSOCIATE IN ARTS – LIBERAL ARTS MAJOR (Chabot College – Hayward, CA and Howard University – Washington, DC)
         MEDICAL ASST/MEDICAL OFFICE MGMT DEGREE (Nat’l Education Ctr – Bryman Campus – Oakland, CA)
 					
EMPLOYMENT HISTORY
06/2014- Present     LOCKBOX DEPT/DATA ENTRY	              Bank of America/Randstad Staffing            College Park, GA	 
[bookmark: _GoBack]	     WORKED FOR BANK ENCODING CHECKS, PROCESSING CHECKS, AND DATA ENTRY OF CHECKS FOR EXPEDIENT DELIVERY OF PAYMENT TO VARIOUS CLIENTS.  ADHERENCE OF POLICIES AND PROCEDURES OF COMPLIANCE ISSUES.
01/2014-04/2014    WAREHOUSE/INVENTORY CONTROL            McKesson (PSS)/Randstad Staffing              Kennesaw, GA
        WORKED FOR MEDICAL SUPPLY COMPANY. DUTIES INCLUDE BUT NOT LIMITED TO DEVELOPING A QUARANTINE LOG FOR EXPIRED OR DAMAGED PRODUCT FOR DISPOSALE OR RESHIPMENT.  PALLET ORGANIZATION OF THESE PRODUCTS, DATA ENTRY, AND AIRBILL RETREVIAL FOR FILING, AND CLEANING OF WAREHOUSE. 
09/2013-01/2014    PRODUCTION ASST/SANITATION CREW       Talenti/Randstad Staffing                               Marietta, GA
        WORKED FOR ICE CREAM MANUFACTURING PLANT ON ALL FOUR PRODUCTION LINES, WAREHOUSE ASSISTANCE, CLEANING OF PRODUCTION LINES AND WAREHOUSES, SANITIZING FLOORS AND EQUIPTMENT, SHIPPING AND RECEIVING EXPERIENCE. 
11/2012-07/2013    MAINTENANCE/CLEANING CREW              	Oasis Family Life Church                          	  Dallas, GA
        CLEANING OF MEGA CHURCH WHICH INCLUDES BUT NOT LIMITED TO CLEANING OF BATHROOMS, SANCTUARY, GYM, AND OFFICES,  MIRRORS, WINDOWS, DUSTING, MOPPING, SWEEPING, GLOSSING WOOD, WAXING FLOORS, CHANGING LIGHT BULBS, AND ASSURING OUTSIDE PREMISES ARE CLEAN. 
 08/2011-04/2012      WAREHOUSE PACKER (PAINTROOM)        	MGI/Advantage Staffing                             	 Dallas, GA
        CLEANING OF WAREHOUSE AND PAINTROOM, ORDERING AND ORGANIZING SUPPLIES, REMOVING PARTS OFF CONVEYOR BELT FOR PROPER INSPECTION (QUALITY CONTROL), PACKAGE APPROVED PARTS, RECYCLE DAMAGED PARTS, PACKAGE GOOD PARTS FOR SHIPMENT, AFFIX SHIPPING LABELS, AND PALLETIZE BOXES FOR SHIPMENT TO CLIENTS. 
01/2011-07/2011      DOC. CONTROL SPECIALIST (nights)                Iron Mountain/Manpower           	Atlanta, GA 
        MANAGING THE WORKFLOW OF DCUMENTS WHILE USING PROCEDURES SUCH AS ROUTING SLIPS AND FOLDERS, KEEPING PROJECT DOCUMENTS ORDERLY COMPLETE AND CATEGORIZED FOR EASY ACCESSIBILITY FOR CLIENTS, IMAGING AND SCANNING DOCUMENTS ENSURING ACCURACY AND CONFIDENTIALITY, FILING DATA ENTRY BOXING AFFIXING SHIPPING LABELS AND PALLETIZING FOR SHIPMENT.
02/2011-08/2011     WAREHOUSE SCANNER                                        Inmar Logistics                                             Atlanta, GA
        REMOVING BOXED ITEMS FROM PALLET FROM CLIENTS (KROGER, WALMART, CVS), SEPARATING PERISHABLE AND NON-PERISHABLE ITEMS, SCANNING OF ALL BAR-CODED ITEMS, DISPOSE OF DAMAGED ITEMS, BOXING OF APPROVED ITEMS FOR DISTRIBUTION TO NON-PROFIT ORGANIZATIONS, SCANNING OF 8000-10,000 ITEMS PER DAY IN WEATHER AND RODENT CHALLENGED ENVIRONMENT. 
03/2010-11/2010     BACKROOM ASSOCIATE                        	Walmart Stores, Inc.                                    	 Dallas, GA
        MAINTAINING INVENTORY ORGANIZATION OF WAREHOUSE BACKROOM INCLUDING PICKING ITEMS FOR SALES ASSOCIATES TO PUT ON DISPLAY FLOOR AND SHELVING OVERSTOCKED ITEMS IN BACKROOM, USE OF RF SCANNER AND PALLET JACKS TO MAINTAIN INVENTORY CONTROL, SWEEPING AND MOPPING OF WAREHOUSE, ASSIST SALES ASSOCIATES AS DEEMED NECESSARY (CUSTOMER SERVICE). 
2002-07/2009    CLOSER/SHIPPING MANAGER                           Gateway Bank, FSB                               San Leandro, CA
	ADMINISTRATIVE DUTIES INCLUDE: CUSTOMER/CLIENT/INVESTOR SERVICE, ANSWERING MULTI-TELEPHONE LINES, FILING, FAXING, MANAGING CONFIDENTIAL FILES IN AN ORDERLY AND COMPLETE FILE, SCANNING OF DOCUMENTS, RETRIEVING CONDITIONS AND FINAL HUD-1 FOR COMPLETENESS OF FILE FOR PURCHASE BY INVESTOR.  SHIPPING DUTIES INCLUDE: ORGANIZING FILES AND BOXING THEM FOR SHIPMENT TO VARIOUS INVESTORS USING SHIPPING AIRBILL LABELS, PALLET JACKS, AND MAINTAINING THE ORGANIZATION AND CLEANLINESS OF FILE VAULT.
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