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6NLOOV
h Management, administration

h Staff supervision and training

h Customer relations and retention

h Quality Inspector working within ISO/TS16949 compliance standards.

([SHULHQFH
-0 &1&� 5XVKYLOOH� ,1 ���� WR 3UHVHQW
4XDOLW\ 7HFKQLFLDQ
4XDOLW\ WHFKQLFLDQ IRU D FQF  PDFKLQLQJ FRPSDQ\�  2SHUDWH =HLVV &00 WR PHDVXUH ILUVW� LQ SURFHVV DQG 
ODVW SLHFH LQVSHFWLRQV�   0DUNHG LWHPV IRU DFFHSWDQFH DQG UHMHFWLRQ� UHFRUGHG WHVW UHVXOWV DQG LQVSHFWLRQ 
GDWD� DQG FRPSDUHG ILQGLQJV ZLWK VSHFLILFDWLRQV WR HQVXUH FRQIRUPDQFH WR VWDQGDUGV�
h Set gages for use by operators on production line

h Gage calibration and use of Gage Pack to record gages and calibrations

h Assist Quality Manager with PPAP’s and other tasks as assigned

7%.$PHULFD� 5LFKPRQG� ,1 ���� WR ����
4XDOLW\ ,QVSHFWRU�&RRUGLQDWRU
([SHULHQFH XVLQJ D IXOO UDQJH RI SUHFLVLRQ PHDVXULQJ HTXLSPHQW DQG PXOWL D[LV 0LWLWX\R FRRUGLQDWH 
PHDVXULQJ PDFKLQH �&00�� 6XUIFRP URXJKQHVV WHVWHU DQG 0LWLWX\R KDUGQHVV WHVWHU�  3URILFLHQW LQ 
SHUIRUPLQJ UDZ PDWHULDO� ILUVW SLHFH� LQ SURFHVV DQG ILQDO LQVSHFWLRQ RI SUHFLVLRQ SURGXFWV IRU DSSHDUDQFH� 
GLPHQVLRQDO FKDUDFWHULVWLFV DQG SHUIRUPDQFH FKDUDFWHULVWLFV�  &RQGXFW LQFRPLQJ UHFHLYLQJ LQVSHFWLRQV�
h Coordinate Material Review Area to disposition non-conforming materials as conforming, rework, 

supplier defects and scrap.

h Enter and maintain records on supplier defects, environmental logs, scrap summaries and other 

information as directed by Quality Manager using Microsoft Excel

h Utilize calipers, micrometers, blueprints, bench center, height gauges as well as snap, go/no go 

gauges to inspect parts

6WDQW 0DQXIDFWXULQJ� &RQQHUVYLOOH� ,1 ���� WR ����
4XDOLW\ &RQWURO
h Inspected materials, products, and work in progress for conformance to specifications, and adjusted 

process and assembly equipment to meet standards.

h Analyzed and interpreted blueprints, sample data, and other materials, to determine, change, and 

measure specifications and inspection and testing procedures.

*RG
V /LWWOH %OHVVLQJV� &RQQHUVYLOOH� ,1 ���� WR ����
/HDG 7HDFKHU
h Prepared children for kindergarten readiness.

h Served as a role model for children and also junior members of teaching staff.
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)RRG /LRQ� &ROXPELD� 6& ���� WR ����
&XVWRPHU 6HUYLFH $JHQW
h Bookkeeper responsible for working out totals for cash, including daily deposits, counting cashier tills, 

daily reports, and preparing money for bank deposits.

h Provided a high level of customer service and client relations based on outstanding communication and 

interpersonal skills.

h Accepted and effectively handled Western Union, lottery, money orders, and refunds.

3LJJO\ :LJJO\� -RKQV ,VODQG� 6& ���� WR ����
$VVLVWDQW 0DQJHU
h Resolved numerous business functions on day-to-day basis; including customer inquiries, information 

requests, invoicing and stock control.

h Managed well running front end of busy grocery store including customer service, cashiers, and 

baggers.
h Maintained communication between all employees and department managers.

+DUULV 7HHWHU� 0RXQW 3OHDVDQW� 6& ���� WR ����
&XVWRPHU 6HUYLFH $JHQW
h Maintained up to date knowledge of store policies regarding payments, returns, and exchanges.

h Demonstrated ability to meet the needs of patrons, dependable, hardworking, reliable and punctual

h Trained new employees by providing information of specific store tasks and policies.

3URPRWLRQV 8QOLPLWHG � 5DFLQH� :, ���� WR ����
.H\ $FFRXQW 5HSUHVHQWDWLYH
:RUNHG GLUHFWO\ ZLWK VHW FUHZ IRU 3LJJO\ :LJJO\ JURFHU\ VWRUHV�  'HVLJQHG DQG FUHDWHG QHZ GLVSOD\ LGHDV 
IRU PHUFKDQGLVH� UHVXOWLQJ LQ LPSURYHG FXVWRPHU YLHZ� DFFHVVLELOLW\� OHDGLQJ WR LQFUHDVHG VDOHV�  0RQLWRUHG 
WKH FRQGLWLRQV RI DOO VWRUHV LQ UHJDUGV WR LQYHQWRU\ FRQWUROV� 3ODQ�R�JUDP LQWHJULW\ DQG FOHDQOLQHVV DQG 
FRQGLWLRQV�  2UJDQL]HG PHUFKDQGLVH E\ VL]H� VW\OH DQG FRORU WR SURPRWH YLVXDOO\ DSSHDOLQJ GLVSOD\� 7UDLQHG 
VWRUH HPSOR\HHV RQ RUGHULQJ SURFHVVHV DQG SURSHU XSNHHS RI GLVSOD\�  
h Built long term customer relationships and advised employees on purchases and promotions for three 

states including 80+ stores.

h Use clear, concise communication skills in conjunction with organizational skills to perform daily 

duties.
h Taught a customized order entry process to meet customers’ specific ordering needs, improving 

accuracy, on-time delivery and customer satisfaction

/RYLQJ DQG /HDUQLQJ (GXFDWLRQDO &HQWHU� &KDUOHVWRQ� 6& ���� WR ����
/HDG 7HDFKHU
h Assisted Directors with closing duties such as payments and ensuring authorized pickups only

h Maintained positive relationships with parents and children

/D 3HWLWH $FDGHP\� &KDUOHVWRQ� 6& ���� WR ����
$VVLVWDQW LQ 0DQDJHPHQW
h Assisted Directors in all aspects of the daily functioning of the center, including being a key holder, 

giving tours, and taking payments.

h Maintained proper child/classroom ratios per local regulations as well as safety protocols.
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3XUGXH 8QLYHUVLW\� :HVW /DID\HWWH� ,1 ����
%DFKHORU RI $UWV� 3V\FKRORJ\


