Gregory Anthony Carter

409 Georgia Avenue ( Thomaston, GA 30286 

Contact: 706-975-7182 ( Contact II: 757-375-1087 ( Email: jazjtay@aol.com 

EXECUTIVE SUMMARY

Multifaceted and highly motivated Administrative, personnel, human resources, warehouse and facility management professional with 20 years experience in inventory and warehouse program management seeks an entry to mid level position; offering multiple years of management, problem-solving, organizational and computer skills, complimented by proven skill to significantly enhance corporate objectives, troubleshoot problems and build relationships with co-workers, management and customers by utilizing the following areas of expertise:

· Operations Management

· Strategic Planning

· Personnel Management

· Human Resources

· Training / Instruction

· Inventory Administration

· Customer Service

· Case Management

· Database Management

· Criminal Justice

MANAGEMENT PROFILE

· Extensive experience managing operations, providing timely customer service and administrative support 

· Teaching, training, inventory management, records management, maritime port regulations and procedures, transportation and supervisory expertise

· Proven problem-solving skills at all organizational levels

· Proficient in marketing consulting, brand development and project administration

· Self starter who can work individually or with a team

· Proven ability to analyze programs and make recommendations for improvement of productivity and effectiveness 

EMPLOYMENT HISTORY

Administration / Warehouse Logistician Manager
08/2011 – 01/2012
The Penrod Company, Virginia Beach, VA
Job Summary: Implemented inventory management processes; aided in the streamlining of transportation processes and fulfilled customer orders in a timely manner.
· Utilized automated management systems and databases to track stock inventories; created forms, reports, invoices, bill of lading, work-order receipts and official correspondence

· Communicated verbally and in writing with customers and troubleshot customer problems; maintained office equipment and computers

· Addressed customer requests and inquiries; oversaw the daily routines of employees

· Established work objectives, defined priorities, assigned and completed work individually and as part of a team; troubleshot computer, copier and office equipment problems

· Coordinated with LTL carriers, private brokers, Port Authorities, OSHA, custom and border pertaining to containerized cargo, flatbed and Van road truck scheduling pick-up or deliver to our facility
· Disseminated information to facilitate the arrival of containers at the Virginia Port and arranged delivery to customer locations

· Maintained facilities and equipment; negotiated and tracked contracts and leases with vendors

· Administrated planning and shipping and receiving; inspected products and goods

· Facilitated OSHA inspections and ensured adherence with all workplace safety regulations; documented any accidents or incidents for submittal to PORT America for evaluation, process and recommendation to management
· Operated a forklift and transported staging cargo to permanent locations and staging materials so personnel could load and unload containers, vans or flatbeds
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Achievements:

· Ran the warehouse for six months with one staff member after layoffs from CPO Stevedore

· Provided the same level of support and loyalty to the company under very stressful and unpredictable conditions (pertaining to the layoffs and the company’s status)

Administration Clerk / Warehouse Assistant Manager
05/1998 – 08/2011
CPO Stevedore or RGZ, Incorporated


Norfolk, VA


Ted Gayk, 757-615-9031; You may contact.
Job Summary: Provided warehouse and administrative support, clerical and computer maintenance and training for staff; addressed customer service issues in a timely manner. 

Responsibilities:

· Supervised employees and assigned duties to union employees; produced work-order receipts, shipment bill of ladings, maintenance of warehouse and physical inventory counts; completed timesheets, payroll documents and dispersed paychecks every week; reported safety incidents and ensured personnel adhered to company policies
· Utilized the PRISM safety management system for inputting data and filling out forms; administrated the work for five warehouse facilities between 90 and 180K square feet including removing containers off of vessels and coordinating transportation via break bulk vessels, vans or flatbed trucks and rail-cars
· Maintained customer data in automated systems for order management and invoicing; served as the General Manager in their absence
· Oversaw three different work shifts during peak operations; processed and managed 100 to 250 containers monthly and allocated over $1M in subsidy funds among ILA unions and the employer; collected performance data and generated management reports
Admin/Personnel/Office Automation Support 
02/1988 – 06/1997
United States Navy, Virginia Beach, VA
Job Summary: Provided office and administrative support duties to facilitate smooth operations and the completion of assigned missions; addressed and communicated with customers, managed personnel records and prepared correspondence upon request.
· Served as the custodial technician and maintained bachelor quarters for six months including preparing for Master-at-Arms inspections; drove upper management as a driver escort and stood fire and security watch

· Prepared legal documents non judicial punishment disposition, captain mast liaison to Navy Legal Service Office within the Virginia military installation
· Advised personnel on legal rights and attorneys; implement ordered personnel actions
· Prepared reports on personnel actions; processed misconduct complaints per the Military Code of Justice
· Processed personnel paperwork; utilized office automation equipment to facilitate work, including copiers, scanners, computers, fax machines and internal systems such as WMS AND SAP SYSTEMS CITRIX, JDWALK. WARES.
· Issued accounting, invoicing, reporting, bills of ladings and warehouse forms; received outstanding ratings for personal performance, including the the Good Conduct Medal, many letters of appreciation and commendation and campaign service medal
· Received an Honorable Discharge for 10 years service; was deployed on the USS John F. Kennedy and USS Dwight D. Eisenhower during Operation Desert Storm and Shield
EDUCATION

Certification, Legal Clerk / Administration, Naval Technical Training School, Newport, RI, 1993

Certification, Administration / Personnel, Naval Technical Training School, Meridian, MS, 1988

High School Diploma, Typist, Computer, NJROTC, Upson High School, Thomaston, GA, 1987
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AWARDS / HONORS

· National Defense Service Medal, U.S. Navy, San Diego, CA, 1988 to 1998

· Naval Achievement Medal, U.S. Navy, Oceana, Virginia, 1991 to 1994

· Good Conduct Medal, U.S. Navy, Oceana, Virginia, 1991 to 1994

· Numerous Letters of Commendation and Appreciation, U.S.Navy, Dahlgren, Oceana and Little Creek, VA, 1988 to 1998

· Eagle Scout, Boy Scout of America, Thomaston, Ga, 1985 to 1986. Awarded the highest rank in Boy Scout of America: First African American to obtain highest scouting ranking with-in the hometown community.

· NOBLE Community Service Award, National Organization Black Law Enforcement (NOBLE), Atlanta, Georgia, 1985 to 1986. Awarded for completing a community service project and obtaining the highest rank of Eagle Scout  

TECHNICAL PROFICIENCIES

· Microsoft: Word, Excel, PowerPoint

· Windows – All Current Versions 

· Internet Explorer
· MS Outlook 
REFERENCES

Personal and professional references gladly furnished upon request.

