John David Chavez, Jr.
2522 S. Stuart Street

Denver, CO 80219

303-936-3579

jdchavez303@gmail.com
EXPERIENCE:
The Denver Post, Denver, Co August 1974 – March 2012

Mailroom & Supplies Clerk (Transportation Department)  February 1999 – March 2012  
· Processed circulation mail and reports to be delivered to 50 warehouses daily

· Gathered all the circulation orders using a Bellweather Inventory System and Excel worksheets
· Entered supply order data into the billing \ inventory system
· Communicated professionally and effectively between several of the newspaper’s departments
· Pulled, boxed and staged all the circulation supplies to go on the trucks daily  
· Prepared accurate inventory counts on a monthly basis
· Labeled and processed UPS and FedEx paperwork

Shipping & Receiving Clerk (Purchasing Department)  June 1983 –  February 1999
· Received, unpacked, check and stock office & photo supplies
· Sorted, organized, and marked over 300 different items with identifying labels, so 
          that inventories can be located quickly and easily
· Assembled and filled orders to be delivered to in-house departments
· Efficiently processed requisition paperwork  from all departments
· Cleaned and maintained an orderly work area and stockroom
Customer Service Representative (Circulation Department)  February 1981 – June 1983
· Provided friendly service to customers with complaints during the switch from an 

          afternoon to a morning delivery; averaging 28 calls per hour
· Maintained current customers by using good communication and creative problem solving skills 

· Accurately processed the paperwork associated with the customers’ request

· “Employee of the Month” September 1983


Dispatch Driver  & Office Clerk (Advertising Department)  August 1974 – February 1981
· Picked up and delivered advertisements in a courteous and timely manner; averaging 40 stops per day
· Prepared a detailed daily log with customer’s signatures

· Responsible for company vehicle’s appearance

· Collected advertising checks from customers

· Coordinated and recorded advertising art work between departments

EDUCATION:
East High School, Denver Colorado
High School Diploma
SKILLS:
Excel, Outlook, Bellweather Inventory System, and a valid driver's license and a clean driving record

