Shawn F. Clayton
                       2310 Riverside Drive                        

Trenton, MI  48183
508-692-8022 shclayt@aol.com
Work Experience
Mercer, Participant Services Representative

Norwood, MA (04/14-Present)

Responsible for administration of United Healthcare Group participants regarding Health and Welfare Benefits, Retirement Services, and Define Contributions.
Manage customer service conflict resolutions for the client and participant base.

Responsible for Human Resource relations and integration of Health and Welfare for participants.

Maintain data base and systems within the HIPPA/PPI federal guidelines.

Manage all participant research inquiries within company time standards.  

Guitar Center, Asst. Operations Manager
Braintree, MA (07/12 – 10/13)

Responsible for overall operations of 3 million dollar music equipment retail dept. 

Responsible for customer service resolution for retail store and web store departments. 

Managed all aspects of product merchandising and design.

Maintained all inventory procurement and warehouse operations.

Responsible for operations training and Human Resources.

Responsible for forecasting of trends and assisting sales team goals. 

Maintained all cash auditing, Loss Prevention and book keeping standards.

CBS Radio Boston, On-Air Personality/Producer                                  
Boston, MA (10/07 – Present)

Produce weekly on-air radio broadcasts and live show content.

Scheduling of musical guests, Segment planning and development, and prepping show guests. 

Responsible for the entirety of the shows' broadcast board operations.

Local music research/review and weekly calendar of events and venues.           

Independent operation of Broadcast Board and related equipment for multiple shifts.

U.S. Department of Commerce, Assistant Manager for Quality Assurance Boston, MA (08/09 – 8/10)

Managed the Boston North District Quality Assurance Department for U.S. Census Dept.

Managed a staff of 200+ federal employees under the Quality Assurance Dept.

Responsible for data accuracy of the decennial count and info collected for the metro Boston area. 

Maintained population data bases containing secured information under U.S. Code Title 13

Responsible for all operational completion deadlines within federal standards.                    

Maintained staff schedule/human resources and ensured operation under budgeted guidelines.       

Managed Public Relations for the Boston North Office including Radio, TV and Ad creation 

          

Bed Bath and Beyond, Dept. Manager                               
Braintree, MA (07/05 – 10/07)

Responsible for overall sales and operations of 5 million dollar retail dept. 

Managed all aspects of department product merchandising and display design.

Maintained all department inventory procurement and warehouse operations.

Responsible for all department training and human resources.

Responsible for department forecasting of trends.

Home Goods/TJX Inc., Store Manager                               
Braintree, MA (12/01 – 07/05)

Responsible for overall sales and operations of 7 million dollar retail location.

Managed all aspects of product merchandising.

Responsible for all training and Human Resources.

Responsible for forecasting of trends.

Maintained all booking and consulting for store performance.

Maintained all inventory and warehouse operations.
Osco Drug Stores, Operations Manager  
Roslindale, MA (06/98 – 11/01)

Responsible for overall sales and operations of 7 million dollar retail location.

Maintained all inventory and warehouse operations.

Managed all aspects of product merchandising.

Responsible for all training and Human Resources.

Responsible for forecasting of trends.

Maintained all booking and consulting for store performance.
Key Bank, Key Corp., Customer Service Representative/CSR


Fort Fairfield, ME (11/97 – 06/98)
Responsible for handling of all customer service issues and account management for retail bank location.
Managed money, collections and training programs for the department

Responsible for recruitment of new accounts and services.
Trained in all areas of regulations and guidelines with the ABA.     
Education
CSB SCHOOL OF BROADCASTING
Needham, MA   Media Communications/ Radio, 2008
                                                    
                      UNIVERSITY OF MAINE                        
Presque Isle, ME Bachelor of Fine Arts, 1997.
Related Computer Skills 
Adobe Audition CS6, Microsoft Office, News Boss, Photoshop 13.0.4, ProTools 10

