Darlene M. Bowyer 

507 East 7th St. Salem, Virginia 24153

540-521-0649

Darlene.Bowyer@gmail.com
OBJECTIVE 

OVERVIEW

Experienced, organized, take charge office professional with demonstrated ability to successfully overhaul procedures, thereby increasing productivity. Ability to coordinate multiple projects; can shift to cover a multitude of positions as needed. Detail oriented person with exceptional follow through abilities; able to oversee job assignments from concept to completion. Able to work well with individuals on all job levels. Extensive customer/client contact.

EXPERIENCE

Factory Invoice Clerk/Shipping Clerk, Cosmetic Essence Incorporated (CEI): Roanoke, VA, April 1989 – Dec. 2014 

Performed time Keeping in Kronos Software
Kept attendance calendars (tracked vacation and sick time) 

Prepared and Processed Invoice Requests 

Pulled and Packaged Shipments/accepted and received inventory  

Scheduled shipments for pickup from Motor Freight Carriers, UPS and FedEx

Performed record keeping and filing of invoices assisted accounting department 

Performed research on shipments as requested by management

Created invoices for all inventory that shipped out, Processed the destruction of all obsolete inventory

Provided Customer Service (problem solving) to Vendors regarding invoices

Answered phones and provided messages to all office personnel

Prepared documents for Management to approve (training documents, personnel action forms)

Faxed and scanned documents for shipping and receiving departments

Sorted all mail for office distribution Answered phones

Issued license to CEI Forklift Drivers Assigned and tracked all employee locker assignments

Performed Data Entry/Inventory/Filing

Processed International Shipments, Assisted in multiple shipping problems

      •
Experienced and trained in Hazmat

Past Employment 

1985-1986 Blue Cross Blue Shield 
 Data Entry,   Processed Insurance Claims
1982-1983 Frances Denny   Keyed Orders, Opened Mail,  Filed

1979-1982 Lynchburg General Hospital   Processed ER Sheets,  Entered Medical Records,  Rebooted Hospital Computer

1978-1979 Chap Stick Co.   Keyed Orders, Opened Mail, Data Entry Operator 

COMPUTER SKILLS

MS Office (Excel, Word, Outlook, and Lotus Notes), Kronos, Data 3, and JBA. 

EDUCATION

High School Diploma
Jefferson Forest High School

REFERENCES

Available upon request. 

