Shelia Burns

14530 East 43rd Avenue,

Denver, CO  80239

(303) 373-2348

sheliakburns@hotmail.com

Full-time position as a Mailroom Clerk.
Summary of Qualifications
· Self-motivated. Outstanding work ethic.

· Responsible, conscientious, and a consistent worker.

· Ability to work well independently as well as with team members.

Employment History
· Office Depot, Denver, CO, 2007—Present
Warehouse Associate 

   - Select orders in an accurate and expedient manner.

   - Meet error rate set by company.

   - Maintain a safe and clean work environment.

· King Soopers/Fuji Color Processing, Denver, CO, 1980—2005

   Production Supervisor

  -Responsible for hiring employees. 

  -Schedule weekly shifts and counseled employees on job performance.
  -Demonstrated ability to maintain accurate production documents.

  -Facilitator of weekly meetings with employees, maintained communication with senior 

    management.      
Trainer

-Train new employees on equipment and procedures.

   -Accountable for work being done according to priority.
Packager
   -Ensure orders were packaged and billed correctly.

   -Meeting daily production goals.
Education
    Manual High School, Denver, CO

