Joshua Cruse

7404 Town Center Blvd. #707

Rosenberg, Tx, 77471
(409) 200-0421

 joshdcruse22@yahoo.com

EDUCATION


Stephen F. Austin State University. Nacogdoches, Tx








Bachelor of Science in Kinesiology, May 2011


WORK EXPERIENCE
Regional Administrative Manager, October 2013-Present, Legix Solutions

· Managing and monitoring of databases.

· Filling of forms and preparing reports.

· Keeping track of tasks and operations.

· Handling of paperwork and documentation.

· Handling of correspondence related to the company’s activity.

· Answering Supervisor’s calls.

· Visiting branches and agent locations on the employer’s behalf.

· Communicating with banks regarding the Company’s activities.

· Performing other duties with the employer’s authorization.

Logistics Manager, September 2013- Present, comGateway

· Review invoices to make sure the orders/ numbers are correct.

· Responsible for international customers as well as American orders.

· Stay in communication with the HR supervisor to make sure that items arrive in a timely manner with no damage. 

Warehouse Production Worker, July,5,2013- Present

· Operate the pallet jack to pull orders.

· Read order details quickly and accurately to select the correct products to be shipped. 

· Maintain a clean working area.

· Split up the workload amongst workers to make the production process more efficient.

Manager Trainee, February 2012-September 2012,





  Hertz, Katy, Tx

· Analyze reservation data to make inventory adjustments that fit the demands for the day.
· Make daily, weekly, and monthly reports and notifications of new and lost business, business expenses, vehicle maintenance details, and revenue growth to the Area Manager and Houston Territory Manager. 

· Maintain good rapport with major corporations and body shops.

· Sell vehicle coverage packages to customers in case of a vehicle accident while the car was in the customer’s possession.

· Set  schedule for drivers and utility workers with Microsoft EXCEL.

· Led staff meetings to make vehicle preparations more efficient.

· Examine vehicles to make sure they are rentable.

· Assist with making a budget for the store.

· Schedule vehicle pick-ups, drop-offs, and appointments with private airports.

· Perform other duties as assigned by the manager.




Telemarketer, June 2009-August 2009





Etech, Nacogdoches, Tx
· Make sales calls to bring in potential new business accounts.

· Offer and upgrade Internet and Direct TV services to new and current customers.

· Win back and maintain good rapport with current and former customers





Saw Operator, August 2008-June 2008





Temple Inland, Dibol, Tx

· Operate cutting/ band saw.

· Operate the wicket  label machine.

· Package and accurately label orders to be shipped to buyers.

· Unload large sheets of lumber onto pallets to be shipped to buyers.

· Perform other duties as assigned by the plant supervisor.

· Uphold OSHA safety standards and requirements.

SKILLS



 Summary of Skills
· Leadership experience

· Ability to read blueprints.

· Have knowledge of AUTOCAD 2011, 2013.

· Created an apartment floor plan using AUTOCAD.

· Capable of communicating effectively both verbally and nonverbally.

· Ability to prioritize work and follow through with complex assignments.

· Ability to adapt to constant change.

· Have Knowledge of JavaScript and JQUERY.

· Have warehouse experience.

References Available Upon Request

