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Objective:	To work in the business field utilizing my experience and education to assist an organization in reaching, meeting and surpassing their goals.  To expand my knowledge by embracing new tasks, learn from others, maintain an open mind and to be creative, prospering in the company’s and my personal growth.    

Summary of Skills 
  and Abilities:	
· Supervised approximately 40 personnel, both union and non-union workers
· Processed materials in the Shipping and Receiving Departments 
· Procurement of materials and maintaining proper inventory
· Consolidated corporate Monthly Financial Statements 
· Prepared financial reports, tax returns, cost and daily production analysis, applied daily basic accounting functions, preparation of tax returns and conducted audits
· Developed and maintained budgets
· Proficient with  Sage MAS 500 ERP, Excel, Microsoft Word
· Excellent work ethics, dependable, honest, work well both independently and in a team environment
Experience:Pull 
August 2014-            Hendrickson, Canton,OH
January 2015            Production Assembler
· Assemble products in several production departments
· Process orders for shipment by department, including shipping
Documents and labels.
· Pull products and process for shipment 
· Physical inventory and computer entry

May 2014-                Mancan, Canton, OH
July 2014                  Assembly Associates
· Assembled products for shipment in different departments
· Package for shipment products

October 2013-          Randstad, US, Columbia, SC
February 2014          Administrative Assistant
· Processed and developed all shipping packing lists 
· Distributed all shipping documents to proper departments
· Inventory documents an computer entry

October 2011-
     August 2013        Industrial Supplies Company, Steubenville, Ohio
                                  Purchasing Agent
· Purchase all materials for re-sale and distribution
· Record and process all material received
· Process and invoices and payables
· Oversee accounts payable check processing

March 2011-
      August 2011       Mancan, Steubenville , OH   
	Weighmaster (temporary position)
· Weighed scrap metal trucks
· Process weekly payroll for employees
· Reconciled daily cash receipts and expenditures


July 2010 –
   October 2010        Mancan, New Philadelphia , OH   Clow Water System, Coshocton, OH
	Processing Clerk (temporary position)
· Purchased finished goods and raw materials
· Created and processed work orders electronically
· Occasionally scheduled production

July 2001- 
   April 2009	Tube City IMS, Mingo Junction, OH
	Office Manager
· Prepared monthly financial statements 
· In charge of coordinating employee benefits
· Responsible for preparing weekly payroll and required reports using 
ADP Software
· Processed daily sales: Weigh Master

February 1998 -
    January 2001	Excel Mining Systems, Cadiz, OH
	Corporate Staff Accountant
· Consolidated monthly financial statements 
· Responsible for Fixed Assets And Depreciation Schedules
· Dealt in daily cash activities and investments
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Experience (cont.):

November 1997- 
January 1998	Excalibur Tube Corporation, Benwood, WV
	Shipping/Supervisor/Inventory Control
· Supervision of union shipping warehouse
· Scheduling of incoming and outgoing truck schedules to ensure 
effective and efficient time management

Jan 1990-Jul 1997    Perma-Glas-Mesh, Dover, OH
                                  Purchasing Manager 
· Procurement Of All Raw Materials
· Establish Material Budgets For Financial Statements
· Establish Min/Max Levels Of Inventories
· Negotiate Freight Contracts

Education:	
Franciscan University Of Steubenville, Steubenville, OH
                                 Attending:  Bachelor Degree in Accounting 
	(five courses remaining for degree)  

	Eastern Gateway Community College, Steubenville, OH
	Associate Degree in Applied Business
	Major in Accounting 

References:
	Gladly furnished upon request
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