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PROFESSIONAL SUMMARY
	Organized • Conscientious • Ambitious • Competent • Works well under pressure 

	Dependable • Responsive • Reliable • Resourceful • Efficient•  Respectful

	• Mature • Enthusiastic • Personable


SKILLS AND COMPETENCIES
· SAP  order fulfillment experience
· Ability to multi-task and handle multiple priorities
· Competent in time management skills
· Possess effective verbal and written communication skills
· Computer skills- MS Office (Windows, Excel and Outlook)
EDUCATION
								
Cleveland Community College								07/2011 Diploma
Shelby, North Carolina


Myers Park High School									06/1993
Diploma
Charlotte, North Carolina
PROFESSIONAL EXPERIENCE
OneCare • Charlotte, North Carolina 28269							2007-2009
Customer Service/ Material Analyst
Processed all orders received via EDI, fax and phone. Answered inquiries, resolved problems and managed account information. Processed returns and issued credits. Expedited orders. Collaborated with purchasing to manage inventory levels and completed cycle counts. Generated weekly order demand and confirmed orders based on inventory and production capabilities. 

ITT/Wedeco • Charlotte, North Carolina 28273 						 2002-2006
Standard Product Coordinator
Liaison to sales, manufacturing and engineering in the electrical manufacture of home water purification systems. Answered inquiries, resolved problems. Expedited orders. Collaborated with purchasing to manage inventory levels .
REFERENCES AVAILABLE UPON REQUEST



