Mary Jo Crowley

3173 S Uravan Way #31-208
Aurora, CO  80013

720-474-6697




Mjcrowley5@comcast.net or




Grammyjo100855@gmail.com
SKILLS:

Supervisory Past

Customer Service History

Data Entry 12,000 kph

Multi-line telephones

Cashier Experience 

10 key (touch)

Filing

Internet literate  

Typing 60 wpm

Warehouse
JOB OBJECTIVE:

To obtain a challenging position with a progressive company where I can add value and contribute to the organization through my skills and experience.

TDB Communications Inc. March 11 2013-May 2013

Hearing Aid/Data Entry

Working for TDB as a Contractor at the VA in Golden Colorado

EXPERIENCE:

MHa Technical Staffing Inc.  April 2011-March 2013
Material Handling

Assignment: Denver Acquisition & Logistic Center/VA

Receive orders from LTL trucks

Verify contents

Enter product into Vista receiving system

Package and quality control all packages

Ship via Fed EX, DHL and UPS manifest systems

Stock shelves with new product on rotation system

Pull orders per package summary sheet

Assist in all other areas of warehousing

Registering, packing and shipping of Telehealth products.

Working for MHa as a Contractor at the VA in Golden Colorado
The Townsend Management  Group LLC – October 2010 to April 2011
Material Handling

Assignment: Denver Acquisition & Logistic Center/VA

Receive orders from LTL trucks

Verify contents

Enter product into Vista receiving system

Package and quality control all packages

Ship via Fed EX, DHL and UPS manifest systems

Stock shelves with new product on rotation system

Pull orders per package summary sheet

Assist in all other areas of warehousing

Working for Townsend Mgmt as a Contractor at the VA in Golden Colorado
Mountain States Imaging -- June 2010-October 2010
Proof Reading Files from the Post Office (Temperory)
When files came in from the Post Office we would proof them and make sure they were readable for scanning & indexing.

Unemployed from 2009-2110

Ikon October -- 2007-2009 

Data Entry/Training

Processing all material given to Ikon from a major Oil & Gas company.  I indexed all their files to CDs.  From initially drilling a well to processing all their legal land contracts -- I trained all the new employees as to how to index the material we receive from Anadarko and other Oil & Gas companies.  There was much multi-tasking connected in this job.  Transitioning from one population of indexing to the next with minimal problems. Also helped out in the scanning and document prep departments when needed.

Universal Forest Products, Inc. (UFP) -- 2002-2007

Customer Service/Inside Sales

Responsibilities included receiving client calls, processing production orders and forwarding them to Production Control.  Duties included UFP’s largest accounts as well as numerous other single family and multi-family home construction accounts.  I also scheduled delivery of production orders and client pick up orders.  Provided daily interface with the Sales Representatives servicing the accounts.

2002-2004

Material Control

Prepared paperwork for the orders to be sent to the production floor to be processed for the customer.

Processed required paperwork for the production orders to be sent to the field to be built.  Answered phones for 2 hours per day.

Community First Bank -- 2001-2002

Worked in the Administrative area where my responsibility included processing of cleared checks.

Janus Mutual Funds -- 2000-2001

Worked in the Retirements organization, responsibilities included entering of payments. Duties also included liquidating money from the Shareholders accounts. 

Invesco Mutual Funds -- 1995-2000

Duties included opening shareholder accounts, entering payments and liquidating funds. 

I also processed money between funds for shareholder accounts. 

Merry Maids -- 1987-1995

Cleaned houses in Brainerd Minnesota while raising my children

Financial Programs Inc Investment Co  1982-1987

I started in Records department, opening all incoming mail and delivering it to the proper departments. Filing of all correspondence when returned to our department.  Transferred to the Retirement Department and forwarded work where needed.  Moved to Operations Department, duties included; opening new accounts for shareholders, processing payments, exchanges and redemptions of shareholders accounts.

EDUCATION:

Western Dubuque High School, Epworth, Iowa

References furnished upon request

