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Burnsville, MN 55306 
US 

Mobile: - 952-200-0957
dawnlois@comcast.net

Resume Updated
6/2/2015

Dawn Peterson - Front Desk Reception/Office Administrator
 
DAWN PETERSON
14913 Sharon Ln., Burnsville, Minnesota 55306 • Home: 9522000957 • Cell: 9522000957 •dawnlois@comcast.net
Professional Summary
Transportation and logistics professional well-versed in materials management and inventory reconciliation.
Effectively develops and implements process controls and quality improvement initiatives that reduce costs and
increase company revenue. Highly motivated and results-driven warehouse professional bringing extensive
experience in logistics and distribution. Team player and natural leader with excellent communication skills.
Skills
Basic mathematical aptitude
Computer-savvy
Warehouse and fulfillment
Reverse logistics
Excellent time management
Fast learner
Deadline-driven
Trip planning
Purchasing
Warehouse and manufacturing operations
Work History
Front Desk Reception/ Office Administrator, 05/2013 to 06/2014
Arden International Kitchens/Bellisio Foods – 21150 Hamburg Avenue Lakeville, MN.
At this time, Arden Foods was in a state of flux and beginning the process of moving operations to Austin, MN. after
purchasing a facility there. The position at the front desk became available, I applied and was hired. Due to the imminent closing of the Lakeville facility, it was decided to do no more new hiring. I took over the front desk/ office administrator duties, which included directing all telephone traffic, maintaining all officeequipment, ordering all office supplies and assisting  management staff as necessary. I also continued to perform many of former duties, rerouting the phones to my place at the front desk, and  spending part of each day in the warehouse for cycle counts relating to inventory. In 2014 all operations were permanently moved to Austin, MN.

[bookmark: _GoBack]Inventory Control/Shipping and Receiving Scheduling, 11/2004 to 05/2013
Arden International Kitchens/ Bellisio Foods – 21150 Hamburg Avenue Lakeville, MN.
I began working at Arden Foods through a temporary service. I started in August 2004 in packaging. In September
I took a position in the kitchen as a Cook III. In October the position of Inventory Control became available, I
applied, and was hired. I was responsible for accurate ongoing inventory of all materials in the plant, from raw
materials to all packaging and shipping materials. I was responsible for issuing all ingredients to plant recipes,
including raw, packaging and shipping materials, within the SAP computer system. I was responsible for all
incoming and outgoing scheduling of trucking - from receiving all our plant materials, to shipping out our finished
product to locations in USA and Canada.
Maintained accurate stock records and schedules.
Communicated all emergencies, delays due to weather and carrier schedule changes to customers and
supervisors.
Conducted monthly inventories of materials on the work floor.
Enforced the on-time shipment of products to create exceptional customer experiences.
      
Education
GED: 1982
Rosemount Senior High School - 3335 142nd St. W. Rosemount, MN.
Additional Info
Career Information
Most recent employer
Arden International, LLC
Relevant work experience
-
Highest Education
High School or equivalent
Career Level
Experienced (Non-Manager)
Availability
-
Location
US-MN-Burnsville
Relocate
-
Travel
-
Willing to work weekends
-
Security clearance
-
Willing to work shifts
-
Target Job
Company size
-
Desired status
Job type
Salary
-
Locations
US MN Minneapolis 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
Front Desk Reception/Office Administrator
Industry
-
Occupation
Shipping and Receiving/Warehousing
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency
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