Chris Ketner







              cssrpk@gmail.com
419 East Horne Street  Clayton, NC 27520
(919) 397-2767

Profile:

· Utilize Microsoft Excel, Access, Word, PowerPoint Software, Data Entry, and Internet Research to incorporate into printed publications

· Set up and maintain records management system; alphabetic, geographic, subject, and numeric filing; filing paperwork into physical files
· Analyze, summarize, report, and interpret financial information using accounting software program

· Follow proper telephone etiquette, scheduling, travel arrangements, and event planning procedures

· Effective verbal and written business communication skills in the workplace; design and produce professional documents and publications with keying at 50 wpm; knowledge of scanning programs and equipment; use word processing and desktop publishing software
· Experience in computerized phototypesetting equipment, offset printing press, commercial graphics, drawing, design, and commercial art
Education:

Johnston Community College
Smithfield, NC

Associate in Office Administration/Medical Office Administration
 2010 to 2014
· Dean's List (4.0 GPA), Phi Theta Kappa and National Technical Honor Society

· Member of TRiO (Student Support Services) and P.A.L.S. (Peer Assistance, Leadership and Support)
· Student Government Association—Senator
Caterpillar University Online Training Courses

Shreveport-Bossier Vocational Technical Institute, Graphic Arts, Shreveport, LA

Trident Technical College, Commercial Graphic, Charleston, SC

Kilgore Community College, Commercial Art, Kilgore, TX

Experience:
Johnston Community College
Smithfield, NC

Tutor
2013 to Current
· Provide positive, enriching, and inspiring academic support and encouragement to students beyond the classroom experience through individual and/or group tutoring. Also, assist students with non-curricular issues and use of computers in an open lab environment.

· Certification by The National Tutoring Association
Skyware Global
Smithfield, NC
Quality Inspector
2013 to 2014
· Focus and attention on quality and testing procedures; Operated box taper and pallet lift
· Evaluates hardware documentation, inspected products, measured process performance, and record data with scanning programs and equipment; FaroArm, (CMM) coordinate measuring machine, Leica AXYZ, Geomagic Qualify 12
 Caterpillar
Clayton, NC

Assembly Technician/Quality Inspector
1997 to 2010

· Quality Assurance Inspector for all major lines of Caterpillar Clayton assembly plant

· Contributed to company success by completing final inspections, as well as intermediate inspection stations on assembly line and ability to read mechanical drawings
· Documentation of data on backhoes and wheel loaders

· Compiled, sorted, and verified the accuracy of data before it was entered 

· Enter data in database software using a scan gun and typing proficiency with speed and accuracy
· Team member of paint department for 5+ years

· Operated backhoes, wheel loaders, pallet jack, hand held devices, and forklifts for 13 years

· Stocked, dispersed, upgraded, and repaired regular and specialty tools for various assembly lines

· Certified as a First Responder (medical emergency response team)

· Caterpillar Production System and Six-Sigma Green Belt
Volunteer:
TRiO (Student Support Services), ConKerr Cancer, Coalition of Un-Chain Dogs, House of Hope, Quilts on Wheels, Quilts for Kids, Safe Child, and Relay for Life
