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Objective:  
Packaging / Manufacturing

Summary of Experience
Highly motivated detail oriented individual. Also is extremely productive in high volume environment.  Self-starter with a can do attitude. 10 years of experience inexperience in clerical and office work, warehouse management. Responsible for training, and evaluating work performance on employees also, responsible for preparing work schedules, Inventory control, rotating receiving, issuing, inventorying, and storing  and maintaining adequate stock.
 
 Work Experience
 Program Support Clerk
As a Program Support Clerk I have regular access to printed and electronic files containing sensitive data. While working at the (CBOPC) in the support services division and support the Document Control Data Management in Prescreening, Process CHAMPVA In-house Treatment Initiative (CITI) Spine Bifida, and Tricare claims. Performs address updates. reopen claims, returns submissions.

								
GS-4	Program Support Clerk				06/14-Present	
Health Administration Center					S: Randall Meyer
3773 Cherry Creek North Drive			            P: 303.370.5095
Denver, CO 80209                                                                 40 hrs/w, 30,300/yr


WG-2 Food service worker			                        05/13-05/14
Denver VA Hospital						S: Shonda Moore
1055 Clermont Street						P:  303.399.8020 ex.3032
Denver, CO  80220						25 hrs/w, $26,000/yr

WG-4 
Prepares individual and bulk nourishments and tube feedings for patients. Utilizes computer printouts (i.e. Standing orders, Tabulated recipe and Diet census) to determine the number of servings when portioning salads, desserts and special items for the tray line. Process tray tickets and daily computer printouts, prints, organizes, and checks tray tickets.

Responsible for setting up assembly areas with hot and cold food items as needed. Prepare uncooked food items such as sandwich spread and salads. Servers on tray assembly area by accurately placing specific foods, utensils and beverages on patient trays. Responsible for pickup and returns soiled trays and dishes to the dish room.
 Warehouse Associate				            10/10 – 06/11
7 Day Furniture						S: Jason Roggers
5601 S 59th St,		   					P: 402.502.5650    
Lincoln, NE 68516						40 hrs/w, $20,800/yr
 
Provided support to the sales team, ensuring all sales and service objectives were met.  Responsible for location and inventory lookup.  Resolved common discrepancy issues on a daily basis.  Organized and processed customer orders to ensure that truck departure and timelines were meet.  Accurately processed outbound orders on a daily basis.


Project Coordinator					 	02/07 – 04/08
Proctor Productions				              	S: Debbie Willington
501 Raritan Way				   	          	P: 303.572.1149
Denver, CO 80204					 	40 hrs/w, $27,040/yr

Experienced in reviewing contracts, assigning, and overseeing staff.  Supervised, trained, evaluated and delegated responsibilities to a staff of 5 +. Observed work done and provided final sanction upon completion. Collected bills of lading and determine discrepancies with original orders. Developed and maintained a detailed project schedule which included administrative tasks and all sites involved in the project. Managed a high volume workload with in a deadline driven environment.

Education

02/09 Master Certified Diesel and Truck Technology
Lincoln College of Technology, Denver, CO 80239
30 credit hours
GED1250 Welton Street/GED, Denver, CO Zip 80204

