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	Objective

	To obtain a position within a progressive, dynamic company.

	
	
	

	
	
	

	Qualifications
	
	

	General Skills
	Software
	Mngt. & Group Support

	· Problem Solving
	· Microsoft Office 2010
	· Travel Preparations

	· Business Management
	· Excel Data Analysis
	· Personal Assisting

	· Supply Chain & Logistics
	· Charts & Graphs
	· Expense Reports

	· Office Management
	· Statistical Reporting
	· Proofreading

	· Facilities
	· Access 2010 
	· Restaurant Mgmt.

	· Computer Certified
	· Power Point 2010
	· Client Relations

	· Customer Relations
	· Excel 2010
	· Outlook

	· Logistics
	· Word 2010
	· Calendar Maintenance

	
	
	

	
	
	

	Experience
	
	

	Tom Thumb/Safeway, Addison, Texas/Longmont, Colorado                                               2007 - 2015
Cashier
Responsible for outstanding customer service, till reconciliations, running sometimes complicated register procedures. Must know codes for all produce and weekly add specials.
Texas Instruments Inc/Belcan Technologies, Dallas, Texas                                               2006 – 2006

	Process Analyst, Customer Operations, Inside Sales and Customer Service

	Overall knowledge of Supply Chain Logistics for TI devices for the purpose of management and improvement of customer backlog. Utilization and integration of processes and system tools geared toward large-scale automation including EDI capabilities. Tracking and reporting of devices put on JIT and consignment. Heavy SAP usage. Manual and mass upload system tool knowledge. SAP roles included were Requisitioner, Vendor Management Assoc, Capitol Coordinator, Field Sales, Order Administration, Inventory Control, EDI Bus. Representative, JIT Programs. Working with various customer websites such as WebPro for backlog management and consignment stock-up reconciliations. 

	
	
	

	Texas Instruments Inc/Belcan Technologies, Dallas, Texas                                               2005 – 2006

	Administrative Assistant, World Wide Make Quality Reliability Engineering, Reporting to the Director of Semi Conductor Reliability Services and WW Make QIT Lead

	Assistant to Director, Dallas SC Organization and World Wide Make Quality Improvement Team. The standard position requirements include but are not limited to the following: meticulous preparation of weekly lab reports compiled from excel spreadsheet files and reproduced within PowerPoint for final presentation, ongoing spreadsheet, document and process revision and reporting changes, heavy Outlook calendar maintenance, travel planning (itineraries, transfer arrangements, flight reservations, international and within North America), Expense reporting, meeting preparations (invitations, scheduling conference rooms, reminders, minutes, etc.), purchasing (creating internal orders, purchasing requisitions and purchase orders in SAP for capitol  projects, lab maintenance and equipment from vendor quotes, purchase of office supplies), prominent use of PowerPoint 2003 to create reports in sink with Director’s agenda. Position requires emphasis on personal assistance to Director as well as group support for DRs and remaining team members. 


	Microsoft Corporation/Kelly Services, Los Colinas, Texas                                                               2004 – 2005

	Customer Service Coordinator, MSAM (Microsoft Across America Team), Customer and Partner Experience
	
	

	Responsibilities included the capture, tracking and resolution of a monthly average of 167 team issues.  Issue topics fell within but were not limited to the following categories: technical support, venue, partner, licensing, giveaways, product and software, certifications, agenda and seminar, event registration, future events, request for miscellaneous info, contact removal and changes and more.  Monthly manual reporting was generated upon request from Manager; reports were based on statistical information from captured issues. Qualifications for position included considerable problem solving and information research abilities with minimal or no supervision, excelled written comprehension and writing skills as well as oral communication, extensive knowledge in excel to produce charts and graphs for reporting, advanced knowledge in Microsoft Office 2003 software and latest software updates, wide knowledge of Outlook capabilities. 
	
	

	
	
	

	Albertson’s, Mesquite, Texas                                                                                                                2002 – 2003
	
	

	Assistant Service Operations Manager

	Responsible for all monies and accounting procedures related to front end operation including store safe and reconciliation of register tills upon closing, dealt with complex customer service and front end related issues such as customer complaints, employee disciplinary action and insuring proper corporate procedure and federal compliance regulations. Position also required functional knowledge of register computers to keep front end flowing properly. Was responsible for shift breaks, lunches, scheduling issues, pricing and cashiering.
	
	

	
	
	

	PRIMEDIA Workplace Learning, Carrollton, Texas                                                                         1999 – 2001

	Executive Assistant to Director of Sales for the Law Enforcement Television Network and Director of Sales/GM for the National Accounts Sales Team.

	Frequented position as acting director of sales staff. Managed reporting for all departmental sales revenue – national, state and local. HR administration. Office administration/management. Editing and production of marketing materials. Implementation of new procedures inherent to position. Directing, training, and preparing new hires. Schedule and travel coordination. Group expense reports. Providing moral and motivational support for sales staff. Served as liaison between Directors, sales staff and clients of delicate nature: FBI, CIA, NSA, State Dept., NHITSA, etc.

	

	

	Education

	Brookhaven College, Farmers Branch, Texas                                                                                      1995 – 1998

	Graduated with Honors (Phi Theta Kappa) with an Associate of Arts and Sciences Degree.                           1998

	Completed courses include but are not limited to: applied math, statistics, computer business, 

and pre-requisites for physician’s assistant and nursing.  GPA applied to this specific degree: 3.7.

	

	

	Computer Learning Center, Garland, Texas                                                                                       1997 – 1998

	Graduated with Honors (Summa Cum Laude) in Computerized Business Systems.                                         1998

	Received recognition awards for highest GPA and perfect attendance.  GPA applied to this specific program: 4.0. Participant in student work-study program. Received highest recommendation from school Director for outstanding achievement.

	

	

	Honors/Achievements

	Published in “The National Dean’s List” Book, (National Organization)                                                         1998

	Phi Theta Kappa Honor Society, (Brookhaven College)                                                                       1997 – 1998

	Graduated Summa Cum Laude, (Computer Learning Center)                                                                           1998

	Dean’s Honor Roll, 6 semesters, (Brookhaven College)                                                                       1995 – 1998

	Recognition Award, creating departmental database system (JPMorganChase)                                   1997 – 1998


