 413 Pumphouse RD
Westminster, S.C. 29693
864-647-4773
melissa.empkie@yahoo.com

Melissa Empkie
	Objective
	
	To work within a company that allows me to grow and achieve. 

	Skills & Abilities
	· 
	· [bookmark: _GoBack]HR  Management  Program attendee @ Limestone College
· Data Entry
· Word, Excel, PowerPoint, Access, Outlook, Publisher
· Administrative: Adeptly handle administrative matters including screening calls, managing calendars, and planning meetings, composing documents and organizing offices for efficiency.
· Communications: Interact professionally with all levels of staff and maintain the highest level of confidentiality; known for tact and diplomacy in handling sensitive issues.
· Computers: Considered a “power user” of Microsoft Office; quickly learn and master new technology.
10+ years of experience in large manufacturing plants. Proven strengths in quickly learning new processes, and technologies.


	Experience
	
	Etcon Staffing at Koyo Bearings
3/31/12-4/02/13    Quality Assurance Inspector
Performed quality checks on bearings ensuring a quality product was sent to the customer.
11/12/2008-3/30/12
Assisted in raising grandchildren
Sandvik
1/31/04-11/12/08     Tool Crib Attendant/ Production Control Coordinator
I was accountable for the creation and distribution of work orders for the press dept. I was also in charge of keeping accurate inventory of all inserts ordered from our parent company. I worked to guarantee our total manufacture time (TMT) was met and customer satisfaction was made a priority.

	Education
	
	Limestone College      Sophomore                 B.S. Human Resources
I currently have a 3.5 G.P.A.     I have completed Management, Compensation & Benefits and Business Law. I am in the Accelerated program and will attain  my degree in 2014

	Communication
	
	Presented Power point presentations monthly to show progress of the dept. Also attended status meetings weekly verifying on time deliveries and provide insight and answers for those that didn’t make the time frame allotted. 

	Leadership
	
	 President of local P.T.O. (Parents, Teachers Organization), volunteered with Meals on Wheels and Orchard Park Elem. School as their Fluoride distribution person as well as assisting teachers with copying, filing and data entry. 

	References
	
	Christine Martin
Production Control, Sandvik
864-647-9698
Mike Darga
Production Control, Sandvik
864-886-7369
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