Andrea J Helgeson

20000 Mitchell Place Unit 16

Denver, Co 80249

7209495403

drea0422@gmail.com

Work Experience

J&B Importers
2899 S Santa Fe Dr, Englewood

Packer and Packager, Hand


· Examine and inspect containers, materials, and products to ensure that packing specifications are met.

· Mark and label containers, container tags, or products, using marking tools.

· Record product, packaging, and order information on specified forms and records.

· Measure, weigh, and count products and materials.

· Transport packages to customers' vehicles.

Bang Printing
3323 Oak St, Brainerd, mn

Bindery Worker


· Read work orders to determine setup specifications and instructions.

· Examine stitched, collated, bound, and unbound product samples for defects such as imperfect bindings, ink spots, torn or loose pages, and loose and uncut threads.

· Start machines and make trial runs to verify accuracy of machine setups.

· Fill machine paper feeds.

· Feed books and related articles such as periodicals and pamphlets into binding machines, following specifications.

· Open machines and remove and replace damaged covers and books, using hand tools.

· Remove printed material or finished products from machines or conveyors, wrap products in plastic, and stack them on pallets or skids or pack them in boxes.

· Clean work areas, and maintain equipment and work stations, using hand tools.

· Stock supplies such as signatures, books, or paper.

· Stop machines, cut threads that connect books, and stack separated books.

· Remove broken wire pieces from machines, and load machines with new spools of wire.

· Train workers to set up, operate, and use automatic bindery machines.

· Punch holes in paper sheets, and fasten sheets, signatures, or other material, using hand or machine punches or staplers.

· Thread spirals in perforated holes of items to be bound, using spindles or rollers.

Fairbault Foods
15403 US Highway 12 SW, Cokato, mn

Sanitation crew


· Record information such as the number of products tested, meter readings, and dates and times of product production.

· Start machines or equipment in order to begin production processes.

· Operate machinery used in the production process, or assist machine operators.

· Observe equipment operations so that malfunctions can be detected, and notify operators of any malfunctions.

· Load and unload items from machines, conveyors, and conveyances.

· Clean and lubricate equipment.

· Wash work areas, machines, equipment, vehicles, and products.

Swiss Log Healthcare Solutions
10825 E 47th Ave, Denver, co

Manufacturing Support Associate


· Analyze statistical data and product specifications to determine standards and establish quality and reliability objectives of finished product.

· Draft and design layout of equipment, materials, and workspace to illustrate maximum efficiency using drafting tools and computer.

· Review production schedules, engineering specifications, orders, and related information to obtain knowledge of manufacturing methods, procedures, and activities.

· Study operations sequence, material flow, functional statements, organization charts, and project information to determine worker functions and responsibilities.

· Regulate and alter workflow schedules according to established manufacturing sequences and lead times to expedite production operations.

Andersen Logistics
5555 Joliet St, Denver, CO

Administrative Assistant


· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, or presentation software.

· Read and analyze incoming memos, submissions, and reports to determine their significance and plan their distribution.

· Open, sort, and distribute incoming correspondence, including faxes and email.

· File and retrieve corporate documents, records, and reports.

· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.

Intellisource at Crocs
1899 Wynkoop Street Suite 900 Denver, CO 80202

Shipping


· Examine contents and compare with records, such as manifests, invoices, or orders, to verify accuracy of incoming or outgoing shipment.

· Prepare documents, such as work orders, bills of lading, and shipping orders to route materials.

· Determine shipping method for materials, using knowledge of shipping procedures, routes, and rates.

· Record shipment data, such as weight, charges, space availability, and damages and discrepancies, for reporting, accounting, and recordkeeping purposes.

· Contact carrier representative to make arrangements and to issue instructions for shipping and delivery of materials.

· Confer and correspond with establishment representatives to rectify problems, such as damages, shortages, and nonconformance to specifications.

· Compute amounts, such as space available, and shipping, storage, and demurrage charges, using calculator or price list.

· Pack, seal, label, and affix postage to prepare materials for shipping, using work devices such as hand tools, power tools, and postage meter.

Education

Skills

· Active Listening

· Coordination

· Speaking

· Learning Strategies

· Reading Comprehension

· Active Learning

· Instructing

· Quality Control Analysis

· Operation and Control

· Operation Monitoring

· Troubleshooting

· Equipment Selection

· Equipment Maintenance

· Critical Thinking

· Operations Analysis

· Chemicals

· Sanitation
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