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	 Objective
	To secure a challenging position with a well established company that will capitalize on acquired expertise and experience along with providing commitment and excellent work performance. 

	Summary of qualifications
	▪    Excellent communication, multi-tasking, organizational, problem solving skills.
▪    Thrive in both independent and collaborative work environments.
▪    Dedicated, innovative and self-motivated team player.

	Employment History
	April 2000 – February 2011            Tradesmithe Inc.    Sandwich, IL

Commercial Building Maintenance

▪    Responsible for responding on a timely manner to all work orders for any, and all building maintenance: concrete, masonry, and traffic sign and installation repairs, as well as all areas of carpentry. 
▪    Oversee and exceed expectations for productivity, daily workload, accuracy and error rate. 
▪     Hands on environment in all aspects of the distribution operation.
▪    Ensure order accuracy. Ability to be flexible and handle a variety of tasks simultaneously.
▪    Operate heavy equipment such as trucks, cherry pickers, scissor lifts, booms and forklifts.
▪    Oversee projects for job cost analysis, estimate time costs and resources, utilizing scheduling techniques. 
▪    Ensure adherence to company policies and procedures by members of the work group. 
▪    Plan, coordinate and organize available manpower, tools and material to accomplish operating, maintenance, and installation/construction activities. 

January 1998 - April 2000                        EBS, Inc.  West Chicago, IL

Emergency Road Service Dispatcher

▪   Responsible for dispatching high paced inbound call center with emergency road service to the many types of truck drivers.
▪   Coordinate cost effective service for our customer’s while adhering to company’s policies and guidelines.
▪   Create work orders in the systems and ensure they are updated with all the correct customer information needed.

March 1993 - Jan 1998                         Omron Electronics    St. Charles, IL

Lead – Shipping Dept.  - General Warehouse

▪     Responsible for receiving and restocking products.
▪     Ensured that orders were placed accurately and on a timely manner.
▪     Manage inventory control to ensure adequate supply without oversupply.
▪     Use excellent picking and packing methods to ensure quick turnaround and response.
▪     According to daily production schedules, maintain receiving, shipping and warehousing of products.
▪    Establish operational procedures for verification of incoming and outgoing shipments, handling and disposition of merchandise, as well as the upkeep of warehouse inventory.
▪    Handle documentation, including commercial invoices and packing lists. 
▪    Heavy use of machinery, including cherry pickers, motorized pallet jacks, sit down, standup, and reach forklifts.

	Education
	2011 – Present             DeVry University     Addison, IL 
Computer Information Systems

▪   Pursuing a Bachelor’s degree in Accounting Principles.



 



