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SUMMARY

           Logistics professional with 15+ years of experience providing effective capability.

      Shipping & Receiving * Inventory Management * Facilities/Mailroom * Data Entry     
                 
· Processed Domestics and International shipments for Oil & Gas Companies
· Implemented high volume shipments and exercised exceptional time management
· Utilized computer software: SAP, ERP, Microsoft Office, Excel, and Word 
· Excellent Organizational and Communication Skills
· Knowledge of OSHA safety regulations and procedures
· Transportation Security Administration – TWIC Card

     PROFESSIONAL EXPERIENCE
     
[bookmark: _GoBack]      Shipping & Receiving Coordinator			                            07/2012 – 02/2014
      Oxy USA – International Oil & Gas Supplier                                                      Houston, TX                                                              
· Processed all invoices and packing lists for domestics and international shipments.
· Provided ongoing analyses in verifying back orders and examined contents of deliveries.
· Interacted with organizational staff, executives, clients, vendors and visitors on a daily basis.

Administrative Assistant                                                          	                05/2011 – 07/2012
MRC Global, Inc. – Largest, Global Distributor (PVF)                                     Houston, TX
· Developed audit programs for areas which had not been previously audited.
· Evaluated internal controls and complied with company guidelines.
· Coordinated with management regarding audit reports containing detailed results.
Office Services Clerk                                                                                08/2010 – 01/2011
      Xerox Corporation – Document Management                                                 Houston, TX 
· Operated office machinery, ordered supplies and coordinated service repairs.
· Coordinated with various department managers to maintain the shipment database.
· Processed incoming/outgoing mail and prepared special packages.

Logistics Coordinator                                                                               02/2001 – 09/2009
Kent Electronics – Electronics Components Supplier                                Sugar Land, TX  
· Prepared bills of lading and checked items to be shipped against work orders.
· Managed inventory system and coordinated with other areas for outgoing shipments.
· Coordinated all warehouse activities while preparing and maintaining records.

EDUCATION
 B. A. in Communications 
 University of Houston – Houston, TX

