Michael E Austin

Roanoke, VA 24012

1-540-589-3837

maustin7175@gmail.com
Summary of Skills:
· Experienced with Excel, Access, Word and Powerpoint.

· Self-starter with good energy and initiative.

· Detail orientated.

· Collaborative style with proven written and verbal communication skills.

· Strong results oriented with good work ethic with the ability to manage time and prioritize work.

· Ability to work with all levels of personnel and customers.
Experience:
Office Clerk  – Yokohama Tire - Salem, VA 
2014 – Present.

· Prepared date tins for insertion into molds during finalization of tire curing process.

· Performed inventory scans using hand held RF device.
· Investigated inventory discrepancies.
· Queried data, used data to produce reports for Supervisors in curing division.
Inventory Control Clerk – AmPro North America - Roanoke, VA 
2013 – 2014.
· Compared inventory records to office records such as sales orders, production records, and purchase invoices. 
· Conducted daily cycle counting.

· Reviewed reasons for discrepancies in inventory levels.

· Identified and reconciled inventory variances.

· Adjusted reports for inventory balance, price lists, and shortages.

· Added new items to the list of inventory records.

· Assumed command of handling warehouse personnel with pulling, packing of outbound and inbound shipments.
Pricing and Inventory Clerk – Uni-Select USA (Formerly Parts Depot Inc.) Roanoke, VA 
2002 – 2012.
· Maintained inventory records of merchandise stock levels within company warehouses and retail stores.

· Performed porting of pricing and inventory data to and from headquarters to warehouses and retail stores.

· Updated pricing database of new part numbers, pricing and vendor information.
· Created pricing structures in database(s) for new product introductions, price changes and price increases.

· Verified pricing files and systems during new product introductions, price changes and price increases to ensure accuracy and completeness.

· Performed pricing structure routine maintenance, identified any discrepancies and made necessary corrections.

· Routinely added new part numbers, and marked obsolete numbers for deletion.

· Reconciled yearly inventory count records of part numbers within company warehouses.
Education: 
· HS Diploma - Graduated 1989
