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Kelly Kincaid	7515 Sheffield S.E.		Ada, MI 49301	Home # (616)-956-8041	Cell# (616) 632-4278	Email Kincaid.kellbell@icloud.com					


	Objective
	Dynamic, versatile, and detail-oriented professional, with comprehensive experience in strategic planning, transportation, warehousing, and logistics operations. Commended for excellent analytical, organizational, and customer service skills. Proven background in transportation, routing, warehouse, supplies, operation, and logistics management. In-depth expertise and capacities in managing conflicting deadlines and priorities; willing to accept assignments beyond immediate job duties on special projects at management’s request. Familiarity in applicable rules and regulations pertaining to safety procedures and policies; 

	Skills
	
· Office Management 
· Records Management
· Database Administration
· Spreadsheets/Reports
· Warehouse Recites
· Loading Manifests
· Delivery Manifests
· Worked Multi Line Telephones
· Arranged Appointments for all inbound/outbound loads
· Created Bill of Ladings
· OS&D’s
· Pro-bills
· Dispatched for 30 Drivers and created their routes
· Knowledge of laws, EPA regulations, DOT regulations, and OSHA regulations,  Hazmat certification
Knowledge of principles and methods for moving hazardous and non-hazardous materials.

Computer Skills
· MS Word
· MS Excel
· MS PowerPoint 
· MS Outlook 
· MS Access
· AS400


	
	

	


	

	
	

	Experience

	Modular Transport-Wyoming
Dispatcher -April 2011- May 2014
Ensured appropriate safety procedures for transporting hazardous and non-hazardous material were followed
Carried out all supervisory responsibilities in accordance with the organization’s policies and procedures
Ensured drivers are performing all of their necessary tasks and responsibilities
Maintained frequent contact with management staff and employees
Managed staff of drivers and mechanics
Maximized utilization of equipment and personnel while ensuring equipment and people are adherent to DOT rules and regulations
Ability to effectively communicate with customers
Responsible for receiving and transmitting reliable messages
Tracked Trucks And Trailers
Assigned Drivers to Deliveries and Pick Ups
Arranged Appointments for freight to be Delivered
Coordinated with third party freight companies if we were not able to get the freight on time.
Authorized Drivers to refuse freight if damaged
Established and confirmed all deliveries and pick up’s in As400

Columbian Distributions- Grand Rapids, Mi
Clerical/ Dispatcher
May 2003- April 2011
Handled multifaceted clerical tasks 
Data Entry	
Billing
Warehouse Recites
Coordinated Inbound/Outbound Appointments
Drivers Manifests
Pro-Bills
Delegated loads to Drivers
Created Ti/Hi’s for freight 
Tracked Trucks and Trailers

Davenport University-Grand Rapids, MI
BA in Marketing

1999-2003
Relevant Courses
Marketing Classes Upper Grade
Business Ethics
Project Management
Communications
Management
Accounting
MS Office for Professional Staff
Professional Development
Volunteered for Junior Achievement
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