		Sharda’ Brown
10 Wintergreen Dr–Glen Carbon, IL 62034	Email- dayday2121@yahoo.com 	Home- (773) 344-4838
Objective
To enter a entry-level position with the opportunity to grow and contribute in the area of warehousing, management information system, clerical, and administration .
Education
Business Administration/Management Information System, Bachelor of Science
Southern Illinois University-Edwardsville, Edwardsville, IL			August 2009 – August 2012
GPA 2.7/4.0
Relevant Courses:
· Information Systems for Business
· Business Telecommunications
· Database Design
· Structured Systems Analysis
· Information Technology Hardware and Systems Software
· Visual Basic.NET Programming
Core Competencies
Computer Skills:
MS Word	MS Access	Oracle (Beginner)		         SQL (Beginner)	  Novell(Beginner)
MS Excel		MS Project	Relational Databases (Beginner)   SAP (Beginner)	   Java (Beginner)
MS PowerPoint	UNIX (Beginner)	Visual Basic (Beginner)                   MS Visio (Beginner)       HTML (Beginner)
Management Skills:
Problem Solving	Clerical		Administration		30 wpm
Filing		Organizing	Spreadsheets/Reports
Copying		Communication	Written

Experience
6/12 to Present		Customer Distribution Service (CDS)			Edwardsville, IL
Case Picker/Forklift Operator
· Manually pick orders for shipment and assemble various types of merchandise to be shipped, including checking or counting products for accuracy and / or damage and infestation 
· Ensure inbound and outbound shipments are accurate and free of damage 
· Operate any materials handling equipment safely and efficiently as required.  
· Use radio frequency equipment for picking, receiving, and storing functions, as required. 
· Maintained a clean, neat and orderly work area  
· Comply with Safety work rule such as MSDS standards and OSHA 
· Reads production schedule, customer order, work order, shipping order, or requisition to determine items to be moved, gathered, or distributed
· Load, unload, move, stack and stage products and materials using a sit-down/stand-up fork lift, and other power equipment 
· Record amounts of materials or items received or distributed
·  Count items for distribution within plant to ensure conformance to company standards
· Participates in customer rework projects as needed
· Perform picking duties in an efficient manner that meets both company and customer standards
· Assist with physical inventories, cycle counts, ensuring proper stock rotation
8/11 to Present		Wendy’s (Fast Food)				Edwardsville, IL
Cashier for Customer Service
· Provide information and answer queries for customers with regards to food sold at the store
· Compute and record transactions at the POS terminal, and count money that goes in the cash drawer
· Issued receipts, replace orders, and maintain a clean workstation
5/10 to 7/11		Snelling Staffing (Warehouse)			Carol Stream, IL
Mail Processors / Mail Sorter
· Processed information and data entry into the computer
· Arranged reports, letters, mailing labels, and other textual materials
· Unloaded and loaded packages onto covey belts
· Lifted up to 50lbs 
· Processed 250+ pieces per hour
· Sorted 20 pieces per min
· Used pallet jack
· Used a RF scan to scan packages
3/09 to 4/10		 	FedEx (Warehouse)   			Lagrange. IL
Package Handler (Loaded/Unloaded) in Warehouse Operations
· Worked in the warehouse on the loading docks, where I lifted and pushed packages of all sizes
· Lifted up to 100lbs, loaded and unloaded packages, and parcels on and off trucks
· [bookmark: _GoBack]Completed assigned tasks in a certain time frame
· Performed and followed policies, and procedures regarding the handling, and stacking of boxes to keep them intact and unharmed
· Recorded the completion of my job and reported any cargo discrepancies to my supervisor
5/06 to 2/09			UPS (Warehouse)				Hodgkin’s, IL
Package Handler (Loaded/Unloaded) in Warehouse Operations
· Marked and label the containers and place items in them
· Examined the products to ensure that packing specifications are met
· Sealed boxes with fasteners or glue, and loaded items into packaging processing equipment
· Lifted up to 100lbs, loaded and unloaded packages, and parcels on and off trucks
· Worked in the warehouse on the loading docks, where I lifted and pushed packages of all sizes
· Used a scan gun to scan packages
1/04 to 4/06			Family Dollar (Retail)			Chicago, IL
Assistant Manager for Customer Service
· Demonstrated and performed a variety of duties personally
· Planned and prepared work schedules and assigned employees to specific duties
· Analyzed and performed sales work; processed inventory; reconciles cash with sales receipts; organized operating records; and processed daily records of transactions
· Evaluated and coordinated activities of workers engaged in customer service activities
· Influenced and observed workers’ performance
· Demonstrated instructions and assigned duties to workers
Core Competencies
Computer Skills:
MS Word	MS Access	Oracle			SQL	      Novell NetWare
MS Excel		MS Project	Relational Databases	SAP	      Java
MS PowerPoint	UNIX		Visual Basic		MS Visio       HTML
Management Skills:
Problem Solving	Clerical		Administration		30 wpm
Filing		Organizing	Spreadsheets/Reports
Copying		Communication	Written
Community Services
· Raised Profits for children and parents in shelters
· Created a better living for the Shawnee tribe in Oklahoma by painting and building windows and doors.

Available for Relocation & Travel
