E FREN VALLEJO III


1030 Lakehurst Drive, Apt. 211, Waukegan IL 60085

(847) 693-9891 • E.Vallejo3@Gmail.com

OBJECTIVE
Seeking a challenging position in an office/ warehouse environment, where there is a need for a variety of office management tasks including – the use of technology, organizational abilities, business intelligence and customer service. I am especially interested in a position with the potential for advancement and increased decision-making responsibilities.

SUMMARY OF QUALIFICATIONS
Ability to forecast the needs of customers and exceed such needs.

Consistently minimize cost and inventory without sacrificing service.

Superb attention to detail.

Energetic and self-motivated team player/builder.

At ease in high stress, fast paced environments with emerging and multiple responsibilities.

Possess a strong work ethic in pursuit of excellence.

MAJOR ACCOMPLISHMENTS
Directed daily operations within two restaurants while simultaneously developing and implementing a plan for the opening of a third location.

Established a new restaurant location ahead of the scheduled deadline and under budget.

EMPLOYMENT HISTORY
Customer Service/ Warehouse/ Logistics Coordinator/ Trade Show Coordinator

July 2011 to Present

Sedecal USA/ VetRay Technology, Buffalo Grove, IL

  Order Entry & Logistics. Receive and log all material into building including RMA’s, equipment freight, parts shipments, and mail. Ship freight, parts and mail using FedEx, UPS, and LTL freight companies both domestic and international. Maintain inventory and cycle count as needed. Customer service functions such as answering calls, emails and fax inquiries. Greeting and servicing customers that wish to pick up in person. Create sales orders and utilize all shipping and receiving functions in Oracle. Operate and maintain the forklift. Maintain shipping equipment and troubleshoot the department computer issues. Coordinating trade show lists and shipments as well as traveling to assist in the setup and take down of booths. 
Associate II, Warehouse Operations
June 2006 to December 2010
Cardinal Health Inc., Waukegan, IL

Pick, pack, and stage low unit of measure product for Valuelink and UPS/FedEx customers. Drive power equipment including forklift and order picker. Replenish locations as necessary. Utilize Aims system frequently. Any other duties required.

General Manager
February 2003 to May 2005

Leepy Restaurants, Mokena, IL

Managed day to day operations. Controlled the hiring and training of staff. Kept financial records and completed inventory reports as needed. Worked with various vendors in order to replenish supply stock according to my forecast. Reported directly to the owner.

SKILLS
Proficient in general computing including all Microsoft Windows operating systems, Microsoft Office and Oracle.
Experienced with Aims picking system.

