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Po box 725
 Bunker Hill, Wv 25413
Phone: 304-261-4598
E-mail: tfaircloth@live.com
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Objective
I am pursuing a career in which I can use my experience and excel. I am a hard worker and I learn quickly. I am certain my job performance with all of my background in different industries will give satisfaction to any company. With the right training, I know that I have the ability to excel in any opportunity that is given to me. This is why I am seeking employment which will allow me to grow professionally while being able to utilize my skills. 


Education
West Carteret High (06-1997)
· High School Diploma

Experience

Sorter (10/2014- present)
Fedex Smartpost

Sort packages and load and unload trucks.


Picker (09/2014- 01/2015)
Macys (seasonal)

Picked orders.


Customer Service Rep (02/18/2013- 01/10/2014)
Allied Cash Advance (Winchester, Va)

Answer phones, fax, copy, data entry, cash handling, customer service, collections, processed loans, cash handling, bank 
runs, and ran office alone


Cashier  (10/2012- 01/2013)
Kmart ( Martinsburg, Wv) (seasonal)

Customer service, cash handling, scan purchases, and helped on retail floor when needed


Service Planner  (06/2011- 05/2012)
Swift Transportation ( Martinsburg, Wv)

Data Entry, opening and closing repair orders for each unit coming into shop, dealing with drivers one on one  customer service, answering phones, entering all parts used and needing ordered, dealing with outside dealers for repairs done outside of our shop, maintaining reports for units and trailers completed within a week and monthly, making sure all repair orders are closed by the end of the month,  



Material Planner/ Handler /Document Control (04/2009 – 12/2010)
Aerotek/SNC (Hagerstown Md)
Making sure the mechanics have all parts for the aircraft, Updating the drawings for the inspectors on the production floor, making sure all parts are on order or being made in house, Data Entry, Order entry, Filing, Answering phones, Inventory Control, keep log of all drawings released to the inspectors, and maintaining excel spreadsheets. 

Tax Preparer/Assistant Mgr.  (01/09- 04/09)
Pro Tax (Martinsburg, Wv)

Preparing taxes, customer service, answer phones, data entry, and managed the office.


Admin. Assistant/Customer service (07/07 -11/08)
Manpower (Martinsburg, Wv)

Answering phones, data entry, copying, faxing, and filing, help customers with billing issues, worked as a secretary for a law firm also, proof reading, and research court cases.


Document Control (04/06- 06/07)
Sino Swearingen Aircraft Company (Martinsburg, Wv)

Data entry, filing, and updating all documents, manuals, and blueprints for production floor personnel, kept log of all documents and blue prints released to the production floor.


Admin. Associate (12/02- 04/06)
Winchester Medical Center (Winchester, Va)

Data entry, filing, answer phones, copying, faxing, order entry, read physicians orders and ordered what was needed, chart maintenance made sure all medical charts where up to date with the correct information, registered patients, made sure all paperwork was on the charts for the physicians, scheduled appointments for patients, medical terminology, and helped physicians and nurses as needed.


Medical Records Clerk (1/02- 12/02)
Winchester Medical Center (Winchester, Va)

Data entry, filing, answer phones, copying, faxing, releasing medical records to patients and third parties.


Skills
Computer experience: Data Entry, Microsoft Word, Outlook, Excel, AS400, McKesson, Care Manager, as well as other private company programs. 

References

Jessica Holborn      (540) 550-0178

Lori Grove               (202) 999-2790

Mareka Thompson  (540) 303-8330
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