



Charles L. Faedtke Jr.





1062 Ellsworth Drive





Grayslake, Illinois 60030





(847) 548-5341  Home





(847) 224-0940  Cell

Topco Associates, LLC




July 20, 2009 / Current

150 Northwest Point Blvd.

Elk Grove Village, Illinois  60007



Senior Service Associate

(847) 676-3030

Duties include sorting and distribution of mail and office supplies including interoffice, UPS, Federal Express and DHL overnight packages.  Ship out domestic and international packages with commercial invoices using UPS, Federal Express, and DHL.  Have ability to run postage machine.  Provide scheduled trips to all machines to conduct cleaning, toner replacement, stocking paper and general cleaning of work area.

General Binding Corp./ACCO Brands

August 2001 / August 2008

300 Tower Parkway

Lincolnshire, Illinois 60069




Mailroom Coordinator

(847) 541-9500

Contact:  Dawn Harscher

Duties included sorting and distribution of mail and office supplies including interoffice, UPS, Federal Express and DHL overnight packages.  Shipped out domestic and international packages with commercial invoices using UPS, Federal Express, DHL, and Airborne Services.  Coordinated binding jobs and bounded them into books along with required copy jobs.  Provided scheduled trips to all machines to conduct cleaning, toner replacement, stocking paper and general cleaning of work area.

Experience with:   Pitney Bowes Mailing Machine DM 800

                                 Neopost Folding Machine SI 62

Nightingale-Conant Corp.



September 1993 / August 2001

6245 W. Howard Street

Niles, Illinois 60714





Shipping / Receiving Clerk

(847) 647-0300

Duties included picking and packing orders of motivational audio tapes, shipping of packages foreign and domestic via Air Parcel Post, Federal Express International, United Parcel Service/online pro system international and domestic.  Process all special handling orders.  Entered orders into AS400 computer system.  Handled U. S. Postal Express mail and have the ability to run postage machine.  Forklift experience.

References:

Kenneth Petrie, VP Sales, Acco Brands

(847) 484-3420

Terry Bell Facilities Manager, GBC

(847) 669-9951

Veda Petrovich




(847) 329-3282

Rhett Ramirez




(847) 329-3304

