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Robert E. Leary
1967 Ammer Ridge Ct.  # 301
Glenview, IL 60025
847-832-0494
rleary456@gmail.com

Work Experience
2001-2013       T.K. Direct, Inc.                   Buffalo Grove, IL (Direct Mail – Custom Printing )
Shipping Clerk
· Work with production planning to schedule jobs per client needs.
· Communicate needs for incoming material storage.
· Facilitate communication process between clients and internal departments.
· Performing inventory control and cycle counting in warehouse.
· Supervise all receiving and shipping.
· Assist on inventory reports at the beginning of every month.
· Responsible for biweekly mailings to clients.
· Schedule appointments for pickup and delivery orders.
· Pack marketing materials to be shipped out and verify addresses on outgoing packages.
· Ran multiple printers for production along with postage and banding machine.

2001-2004                                        Chicago Weaving Corporation, Chicago, IL 
	Accounts Receivable Clerk
· Responsible for daily billing of client orders.
· Responsible for clerical, data entry,  and accounting tasks.
· Provided exceptional contact with clients as well as sales, shipping, warehouse, distribution and customer service departments.

1988-2000                                 American Express Travel, Rolling Meadows, IL
· Lead database agent for Abbott Laboratories Account.

1979-1987                                   St. Philomena School, Chicago, IL 
· Elementary Teacher- 5TH and 6th grades

1978-1979                                  Washington Junior High School, Joliet, IL 
· Resource Teacher – Learning Disabled / Behavioral Disorders

Education:        Southern Illinois University at Carbondale-- Bachelor of Science Degree
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                             Lake Forest, IL   60045                                           Buffalo Grove, IL   60089 
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