



LATOYA D. HICKS
1112 Ardmore Dr.
Lynchburg, Va. 24501
Mobile: 434-401-1070                 lhicks1981@yahoo.com      	  Home: 434-401-1070
                                               				
BUSINESS DEVELOPMENT EXECUTIVE
Customer service ~Distribution ~ Warehouse


QUALIFICATIONS SUMMARY

Dedicated, top-performing leader that demonstrates strong negotiation skills, excellent conceptual, and, strategic management skills to provide leadership in a business environment. Uniquely skilled and qualified in the following areas:
		
      - Team Leadership
- Customer Service	 -strategic problem solving
        - Recruiting	   - Project Management
- Analytical Thinking	   - Time Management

AWARDS AND RECOGNITIONS

	Certificate of Recognition for Perfect Attendance 2006-2007

· Award for 10+ years of dedicated service to J Crew
· Equal opportunity Training Award 2012
· Certificate of completion  for Giving & Receiving Feedback
· Certificate of  Completion for Working Together Rescare module
· [bookmark: _GoBack]CPR/AED/FIRST AID certification


  
PROFESSIONAL EXPERIENCE

Old Dominion Job Corp. Center - May 7, 2012- current

 Lead Residential Advisor - (July 1, 2013-Current)  Responsible for supervision of residents to ensure a safe and secure operation of assigned Social Development areas in the absence of the Residential Supervisor. Screens applicants for employment and makes hiring recommendations.

Residential Advisor – (May 7, 2012-June 31, 2013)-Assists in maintaining order after school and during sleeping hours; insures students are in the proper assigned areas; make rounds hourly checking each room, maintains student logs; enforces rules and regulations pertaining to dormitory living; ensures dorms are clean and orderly. Assists students and staff with problems that arise and communicates with other staff for follow-up; maintain student records on computer in an up to date manner with regular entries; conducts social skills workshops.

J Crew			September 7, 1999-May 4, 2012

Forward Stock keeper- Put up boxes of merchandise on the shelf, ordered the merchandise when it was needed to be restocked.
Selector-Selects the customer orders by picking the merchandise that is on the shelves and placing them on the conveyor. Pick tickets are used to select the orders.
Seasonal HR Recruiter-(2009)  Screened people over the phone to see if they qualified enough to have an interview. Personal interviews and held together job fairs.
Seasonal Team  Lead-(2009-2010)  Lead person over the sorting area. Overseen 75 employees and made sure that the merchandise was sorted into the packing stations on time so that the customer could get their order in a timely fashion. Made sure that the start of day and end of day reports got out on a daily basis.
Inspections- inspected merchandise that the customers have sent back. Making sure that the items were not damaged or dirty. Each piece of merchandise if in good condition, had to be repackaged
Customer Returns-  Crediting back refunds to the customer’s credit cards when the merchandise has been returned.
Direct Returns-  sorting out store returns so that they can be cleaned and re bagged to put back on the shelves to be sold.
Reserve Stock keeper- Licensed to drive the electric jack and the cherry picker.  Pulls boxes to be sent to the forward stock keepers to be put up on the shelves for the customer’s orders.  (Merchandise Processor 3)
Safety Committee Member- helps to enforce safety rules and ensure that everyone is working in a safe environment.
Merchandise Processor 3 Control Clerk- Assigns work to the Reserve stock keepers in a timely manner. Fix all of the problem boxes that can not be scanned into the system. Keeps up with the orders and emails the reports to the supervisors/managers on an hourly basis.
Factory- tagging boxes of merchandise to be shipped to the stores. Also worked on the tape lines taping up the boxes to be shipped to the  different stores.
Quality Control Auditor- Audits all of the merchandise that comes into the facility. Cubiscans, measures, and certifies merchandise to be put onto the shelves for the customers orders.

LATOYA D. HICKS	

Skills
-licensed to operate Power Industrial Equipment
-Experience with RF devices, banding machines, desensitizing machines, taping machines, shrink wrapping machines, etc,
-Certified in Microsoft word, power point, Excess, Access, Office, etc.
-can type up 45 wpm/6660 keystrokes in an hour

EDUCATION

LIBERTY UNIVERSITY ONLINE COLLEGE, LYNCHBURG, VA.
BUSINESS ADMINISTRATION, MAY 2012-MAY 2015

Central Virginia Community College, Lynchburg, Va.
Business Administration, August 2005-August 2008 

Thompson Education Direct, Philadelphia, Pennsylvania. 
Certificate of Personal Computers, October 2002

E C Glass High School, Lynchburg, Va. High School Diploma, June 1999.





