CHARLENE K PICKERAL
601 Montrose Ave S.E., Roanoke, VA 24013 • Home: 5403458748 • Cell: 5407288204 • kaypickeral@gmail.com
Professional Summary
Friendly Sales associate adept at working in diverse retail and customer service environments.
Skills
Trusted key holder shipping and receiving professional
Creative problem solver
Exceptional communication skills
MS Windows proficient
Quick learner
Work History
Cashier, 02/2014 to 09/2014
Winn Dixie – Apopka, FL
Greeted customers entering the store to ascertain what each customer wanted or needed.
Described product to customers and accurately explained details and care of merchandise.
Earned management trust by serving as key holder, responsibly opening and closing store.
Politely assisted customers in person and via telephone.
Communicated with vendors regarding back order availability, future inventory and special orders. Provided an elevated customer experience to generate a loyal clientele.
Production Coordinator, 02/1991 to 11/2013 CEI of Roanoke – Roanoke, VA Assisted machine operators with finished pieces. Collated components for assembly.
Coordinated and supervised assembly work for couplers and rolling assembly crews.
Maintained necessary level of communications between shifts. Responsible for achieving production requirements.
Trained staff of 10 direct labor employees to perform assembly and manufacture of product. Developed methods to estimate the efficiency of biomass pretreatments.
Directed and coordinated the production, processing, distribution and marketing activities of XYZ industrial organization.
Ensured that all health and safety guidelines were followed.
Estimated costs and set quality standards.
Made sure that products were produced on time and are of good quality. Monitored product standards and quality-control programs.
Reviewed processing schedules and production orders concerning inventory requirements, staffing requirements, work procedures and duty assignments, considering budgetary limitations and time constraints. Verified computations against physical count of stock.
Cleaned and maintained the warehouse in compliance with OSHA safety standards. Tagged all inbound merchandise with receiving date.
[bookmark: _GoBack]Warehouse inventory, some acknowledge of shipping and receiving. Sending faxes, scan documents. Filing, time keeping through the Kronos system, have JBA and Data 3 knowledge. Able sent and receive email, knowledge of the internet. Some knowledge of Microsoft excel and 10 key.

Adhered to all requirements and regulations for interstate HAZMAT carriers. Trained staff on material handling processes to reduce shipping times.
Coordinated with freight forwarders to expedite international shipments.

First Virginia Bank Key Punch Operator/ Teller trainee
January 1990 to February 1991
1.  Was responsible for accurately processing routine transactions at a bank. These transactions include cashing checks, depositing money, and collecting loan payments.  Count the cash in their drawer at the start of their shift.
2. Count the cash in their drawer at the start of their shift • Accept checks, cash, and other forms of payment from customers • Answers questions from customers about their accounts • Prepare specialized types of funds, such as traveler’s checks, savings bonds, and money orders • Exchange dollars for foreign currency • Order bank cards and checks for customers • Record all transactions electronically throughout their shift • Count the cash in their drawer at the end of their shift and make sure the amounts balance. 10 key, data entry, filing, and faxing. 


Education
GED: 2014
Winter Park Tech - Winter Park, FL  Inducted into the Honor Society in 2014
Certifications
First Aid Certification
Heart Saver/AED Certification
CPR certified through American Heart Association
