Zoe Givens

3262 Volunteer Village Way

Knoxville, TN 37931

865-228-8969

zgivens71@gmail.com
Objective
To obtain a position with a growing company where my skills and abilities will help the company and myself achieve higher standards.
Inventory Experience
· Cycle count warehouse weekly and ensure inventory accuracy.

· Ensure inventory has correct item number and lot code printed on the cases.

· Place a local or national hold on product of quality concern.
· Take accountability of all items in the warehouse, and reconcile a LPN out of the LOST location if it cannot be found.
· Reconcile damage area and create loads for salvage sale, or create Donate Orders if product is not saleable

· Recoup damages to a saleable status.

· Receive, inspect, and process all customer returns for product not meeting customer expectations.

· Communicate with finance about any adjustments made in inventory or any discrepancies

· Maintain cost anaylysis database for all transactions.

· Report all gains and losses to facility manager and corporate.
Logistics Experience
· Ensure customer's expectations are exceeded and all procedures followed.
· Ensure employees follow Standard Operating Procedures (SOP's) are followed during product handling to reduce damage 

· Maintain accurate Over, Short, and Damage (OS&D) claims in order to protect customer assets.

· Worked in shipping and receiving office tying up LTL shipments and worked with the Inbound and Outbound Coordinators.

· Scheduled appointments for carriers and the delivery of STO’s.

· Proficient in SAP (Systems Applications and Products), WMS (Warehouse Management Systems), Red Prairie, LMS (Labor Management Systems), Crystal Reports, Citrix/McHugh.

· Enter customer orders into the system by creating a master shipment and adding the proper items and amounts to be released.

· Perform maintenance on ASN loads.

· Build DRU (Display Ready Unit) pallets per customer’s request.

· Operare fork lift to pick customer orders and load/unload trucks
Customer Service and Communication Skills
· Assisting customers in solving issues or concerns

· Connect and show empathy with every customer

· Be proactive in looking into detail on account to ensure customer needs are exceeded

· Use critical thinking and adapt to different types of customers

· High communication skills with other associates

· Ensure customer CPNI is protected on every interaction

· Create How-To guides for many functions that are done.

· Led weekly team meetings.
Management Experience
· Secured Inventory Lead position after advancing within company career path.

· Supervise a team consisting of 20 to 30 team members, including temporary workers, to ensure that all KPI’s are being met.

· Performed performance reviews on seven employees to praise the positive and coach on the negatives.

· Gave shift start up meetings so that employees knew daily goals and to ensure those goals were met

· Led Safety Training of hourly employees to stay in compliance with OSHA’s standards and make employees aware of any lost time accidents or near misses. 

· Prioritize work schedules for team members on a daily basis, and assist them in changing over to perform another task if another project takes priority to ensure proper time management.

· Hold individuals or whole team accountable for their mistakes and counsel as needed.

· Peformed as acting supervisor when needed
Computer Experience
· Use Microsoft Excel on a daily basis to keep track of all expenditures for the variance of OS&D claims, for inner-office graphs to show what needs to improve daily on damage and lost product.

· Use Microsoft Word on a daily basis for inner-office memos and company letters.

· Use Microsoft Outlook for all company communications and for internal communications.

· Frequently use Microsoft PowerPoint to create slides with information for meetings and presentations.

· Use Label Matrix programs to design and print labels for product locations.

· Utilize Microsoft Access to enter various reports to get information of one summarized report
Employment History
Customer Service/Retention, US Cellular, Oct 2007 to present 

Inventory Lead, Total Logistic Control, May 2003 to Oct 2007

Server, Shoney’s of Athens, January 2001 to  May 2003.

Mig Welder,Johnson Control’s, November 1998 to January 2001.

Shift Manager, McDonald’s, August 1994 to October 1998
 
