BRENT J. GALITZ
26 Hill Drive
Crystal Lake, IL 60014
224-235-1571
brent22g@yahoo.com

OBJECTIVE
[bookmark: _GoBack]To obtain a challenging position as a Warehouse Associate at a growth oriented institution, which will allow me to both utilize my skills and acquire new abilities.
 
EXPERIENCE
Customer Service/Technician, ELM USA, Buffalo Grove, IL (2014)
· Assisted customers over the phone to resolve any issues they had with machine.
· Informed current and potential customers of our products and services.
· Repaired and did maintenance on disc repair machines as needed.
· Rewrote, formatted and updated the instruction manuals for our products.

Customer Service Representative, TVH, Grayslake, IL (2012-2013)
· Processed 100 to150 customer orders daily received via phone, email and fax.
· Utilized company’s online catalog to answer any product related questions.
· Helped customers with any problems, questions or concerns that they had. 
· Scanned specialized customer documents into the computer system.

Inventory Control Specialist, VERITAS DOC. SOLUTIONS, Buffalo Grove, IL (2012) 
· Checked and audited inventory daily physically and in the computer system.
· Received in new inventory periodically into the system. 
· Made any adjustments when needed on the computer and in the warehouse.

Clerical/Administrative Assistant, RIKKERT, INC., Chicago, IL (2001-2012) 
· Managed all outstanding invoices to help maximize company profits. 
· Assisted current and potential customers with any questions, orders and issues.
· Upgraded office filing system from physical files onto a new software program.
· Scanned all current and previous invoices into the company’s computer system.

Warehouse Supervisor
· [bookmark: OLE_LINK2][bookmark: OLE_LINK1]Took in and Relocated inventory as needed via fork lift.
· Checked any outgoing orders for accuracy.
· Did inventory counts quarterly.
· Shipped orders via FedEx and UPS daily.

 SKILLS
· Typing: 45wpm
· Software: Microsoft Word, Excel, PowerPoint and Outlook

EDUCATION
Business Major, FORT LEWIS COLLEGE, Durango, CO (1995-1996)

