
Renae McLaughlin
 10201 W Beaver St.#410 Jacksonville, FL 32220
    904-718-9436  renaemclaughlin@gmail.com 

Experience 

Revenue Accounting Specialist



Jacksonville, FL

Florida East Coast Railroad 11/2014-5/2015







Intermediate knowledge and understanding of warehouse AS400 system

Responsible for ensuring all completed line/rail hauls are invoiced within 48 hours of


delivery

Verifying all Shipment requirements are adhered to per each Customer 

Verifying all paperwork is completed to customer standards
Special projects as assigned using various programs including Microsoft Excel, Microsoft Word, Microsoft Outlook, or PowerPoint

Data Entry including but not limited to, daily spreadsheets, conducting and
maintaining internal and corporate reports
Ability to multitask and resolve any issues in a timely manner

Ability to be detail oriented in a fast paced setting with minimal infractions

Distribution Specialist





Jacksonville, FL

Heinz Corp 7/2011-8/2012

(3PL)Genco Inc 8/2012-
11/2014







Maintaining scheduling and deliveries for all inbounds and out bounds

Ensuring all inventories are true and correct systematically 
Tracking and Recording all OS&D claims 

Intermediate knowledge and understanding of warehouse AS400 system, as well as Manhattan SCALE and SAP
Responsible for ensuring all aging product is shipped in a timely manner 

Verifying all Shipment requirements are adhered to per each Customer 

Special projects as assigned using various programs including Microsoft Excel, Microsoft Word, Microsoft Outlook, or PowerPoint

Data Entry including but not limited to, daily spreadsheets, conducting and maintaining internal and corporate reports, Teammate KPI tracking, etc on a daily/weekly/monthly basis

Ability to multitask and resolve any issues in a timely manner

Ability to be detail oriented in a fast paced setting with minimal infractions
Ensuring that all communications between customer, warehouse, and transportation lines are being understood and followed

Customer Service Representative



Jacksonville, FL
Industrial Cold Storage, LLC

3/2009- 7-2011








Responsible for ensuring all orders and needs are being handled promptly for all customers

Intermediate knowledge and understanding of warehouse AS400 system

Maintaining scheduling and deliveries for all inbounds and out bounds

Ensuring all inventories are true and correct

Responsible for getting all documents to customers in a timely manner

Ensuring paperwork is completed, that orders match and recognize any discrepancies

Ability to multitask and resolve any issues in a timely manner

Ensuring that all communications between customer, warehouse, and transportation lines are being understood and followed

Verifying all charges are true and correct prior to invoicing 

Data Entry including but not limited to, daily spreadsheets, orders in system, keying of weights, etc
Administrative Assistant





Jacksonville, FL 
First Coast Service Options Inc 


12/2008- 3/2009




Coordinate meetings, both internal and external, for Project Management using Microsoft Outlook

Responsible for the preparation and clean up of said conference rooms

Responsible for recording, transcribing, and distribution of minutes within two days of meetings
Post minutes and memos using Share point
Responsible for proper rotation of STR folders
Special projects as assigned using various programs including Microsoft Excel, Microsoft Word, Microsoft Outlook, Share point, and Chorus Call
Burris Logistics 






Jacksonville, FL
HR Assistant 3/2007 – 2/2008

Responsible for checking drivers in/out of the facility

Ensuring paperwork is completed by the driver upon check in, that orders match and recognize any discrepancies.

Responsible for collecting money (cash or check) at time of check in as required

Keying orders in V4 as needed

Notify Dock Supervisor upon check in of driver

Data Entry including but not limited to, daily spreadsheets for turn time and pallet counts, orders in system, keying of weights, etc

Responsible for ensuring drivers have all paperwork needed upon check out, including bill of ladings, weight sheets, etc

Shipping/Receiving Clerk 2/2008-9/2008


 

Responsible for ensuring employee files are created.

Responsible for ensuring employee files are updated with current information including HIPPA.

Responsible for updating various excel reports daily.

Daily tracking of Hourly Associate Times in TimeTrac including but not limited to schedule changes, breaks, missing punches.

Ensuring Occurrences are issued in accordance with Attendance Policy.

Responsible for updating weekly benefits in BenX
Responsible for notifying Corporate of weekly payroll changes
Assist with all Employee related functions including but not limited to Company Picnic, Christmas Party, Ice Cream Socials, etc.

Back up Receptionist as needed using switchboard system.

Special projects as assigned

Education

2008 
Florida Community College of Jacksonville

Jacksonville, FL 

Associate of the Arts in Elementary Education

