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	Career Objective

	Energetic, tenacious and goal oriented professional with solid qualifications in logistics, customer service, Microsoft Office and inventory. Proven ability to lead and innovate news ways to improve overall atmosphere in workplace. A collaborative worker with strong project and time management skills. Seeking to transition into more of administrative and customer service based position.

	Core Strengths and capabilities 
· 3+ years of warehouse operations experience
· 2+ years of Data Entry/Clerical/Customer Service
· 2+ years of Crew/Lead experience
· 2 years  Inventory experience 
· Time management

	· Multitasking
· Manages projects effectively and accurately 
· Meets goals and deadlines
· Effectively process information
· Exceptionally fast learner

Education
Kentucky State University                                                                                                08.2007-06.2012
Bachelor of Arts in Political Science
Associates in Liberal Arts 
Minor in English


	Employment History
PCPC Direct,  Ltd. (Snelling Staffing)                                                   10.2014 — 02.2015                            
Houston, TX
           Data Entry/Inventory Coordinator
· Managing a group of 2
· Responsible for receiving and shipping all product 
· Maintaining multiple Microsoft Excel worksheets that contains information that reflects what it is on hand in the warehouse
· Responsible for keeping track of all warranty items received and shipped; tracking these items if necessary and corresponding with sales and vendors about ETA
· Responsible for entering the proper paperwork for warranty items into the proper excel worksheets
· Issuing call tags for warranty items if necessary
· Perform routine cycle counts
· Responsible for completing necessary paperwork for vendors, if needed, for warranty items
· Scanning serial numbers of items that are received and shipped to maintain protocol 
· Maintaining email and phone correspondence between inside sales, customers, vendors, management, etc.
· Produce daily reports of inventory to inside sales and management to show any updates or discrepancies that may occur
· Effectively manage various products for numerous purchase orders
· Charter different couriers keeping in mind cost and time management
· Collect waybills and BOLs for accounting purposes


	Interline Brands Distribution Center
	04.2013 — 10.2014

	Houston, TX
            Shipping Lead/RGA(Returns) Processor
Managing a group of 8-10 individuals 
Responsible for effectively keeping track of all return and/or warranty items needed to give customers proper credit (full or partial)
Responsible for processing paperwork for warranty items so that credits that may be issued do not affect the company
Responsible for creating call tags for warranty items to be sent to back to vendors
Maintaining email and phone correspondence between sales, vendors and management about various issues 
Perform routine cycle counts 
Responsible for opening shipping manifest and distributing work accordingly. 
Changing ship vias and providing carriers
Routing all orders properly 
Cross checking inventory when necessary to prevent shortages or overages that may negatively affect production.
Receive returned merchandise, process and finalize all credits to numerous accounts.
Conduct email and phone correspondence daily regarding various issues that may occur

	Daryl Flood (TPI Staffing)
	07.2012 — 04.2013

	Sugarland, TX
          Equipment Operator/Shipping Lead
· Lead of a group of 10 individuals 
· Operate a number of forklifts to move products in warehouse environment
· Lifting up to 30lbs.to stack pallets and properly load carrier trucks 
· Maintain an assembly line
· Quality Control items to be finalized and send for delivery 
· Process Driver Logs and Bill of Landing for couriers 

	Sears   
	01.2008 — 03.2009

	Frankfort, Ky
           Stocking/Receiving

· Receiving and stocking new and returned merchandise
· Responsible for processing online orders and shipping to customers
· Scanning inventory and performing cycle counts for various items
· Maintaining inventory for store items

skills
· Microsoft Office (Excel, Word, Outlook, Powerpoint)
· 50+ wpm
· Certified Forklift Operator 
· 10-Key
CERTIFICATIONS
HIPPA                                                                                                                                     12. 2012- 05.2013
OSHA                                                                                                                                           
HAZMAT                                                                                       
FORKLIFT 



REferences 
Available upon request
