Erik J. Carney
15545 Float Lane Apple Valley, Minnesota 55124, 952-412-5269

erikjcarney@hotmail.com

OBJECTIVE:



A challenging position in a fast paced environment that will allow for potential future opportunities in related areas.

EXPERIENCE:


Time Management Corp. - Production Supervisor


Eden Prairie, MN, Oct. 1997 - Present

· Managed shipping and receiving department with duties that included supervising two part time employees.  Handled incoming customer packages and forwarded them to correct department.

· Supervise repair department staff and verify that repair work orders are completed in a timely manner, while maintaining company procedures and standards.

· Performed repair department inventory control, maintaining required stock levels.  Overseeing both month-end and year-end inventory counts with reports to the accounting department.
· Created a spreadsheet to track monthly repair orders and provided status to the accounting department and the company owner.

· Helped out on product repairs when needed.

· Packaged and shipped products to the customer.
· Created test cases for Q&A for new software releases.


United States Postal Service - Casual Clerk

Burnsville, MN, June 1997- Oct. 1997

· Sorted mail for specific business customers

· Provided customer service by answering phone calls and helping at the front door

· Provided assistance to full-time clerks and mail carriers

COMPUTERS SKILLS:

· Word, Excel, Access, Power Point, Windows (2000, XP)

EDUCATION:


Certificate in Forklift Operations and Safety
Dakota County Technical College


Rosemount, MN, Dec. 2007

Certificate in Wildlife/Forestry Conservation
Education Direct


Scranton, PA, July 2004

Certificate in Bookkeeping and Accounting
Professional Career Development Institute


Atlanta, GA, Feb. 1999
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