

Career Summary
Having worked with and for industry leaders, I have been a key contact for project development and management assistance. I am knowledgeable in warehouse and cycle count procedures, sales and use tax, as well as document control and procurement.  

Detailed Professional Experience 

GE 
Inventory Clerk 2013
· Cycle Counts
· Shipping & Receiving
· Operate Forklift
Tesco 2012-2013
Fleet Administrator
· engrave and tag equipment, receive in materials

· order registration tags for company fleet

· biweekly equipment cycle counts

· maintain fuel card database 

· maintain online database of all fleet and fleet related materials
Waste Management 2011-2012
Sales and Use Tax Assistant
· Run monthly and quarterly queries for fuel purchases and charges 
· Issue Tax Exemption Certificates

· Enter 1099’s

· Assist in Audits
Introgen Therapeutics 2006-2010
Document Control
· Assist with the development and maintenance of departmental projects and compliance process

· Manage the contents of the central file library 

· Timely distribution to approved personnel of published reports and clinical findings 

· Insure all safety and regulatory guidelines are met

DHL 2002-2005
Delivery Driver
· Deliver and pick up express mail and packages
· Load and unload cargo mail and cargo / shipping & receiving
Elpaso Energy 2000-2002
Administrative Clerk
· Provide administrative support to corporate operations department

· High volume data entry and file maintenance

· order supplies, schedule meetings and conference calls
Dejuan Austin


832-362-0507





Industry Lines


Oil & Gas


BioTech / Pharmaceutical


Manufacturing


Waste / Environmental








Computer Applications


Remedy 


PeopleSoft


JD Edwards


Sharepoint


MS Office 

































































