Charles W. Williams

373 Main St. #4

Zumbrota, MN 55992

Telephone:
(763) 478-1210

Email:
sir_charles61@yahoo.com

Objective:

To obtain a job that challenges my abilities and skills using communication, organization, public contact, and quality customer service.  My abilities will contribute to the development and the financial stability of all employees as well management’s business concerns with overall growth.

Education:

Graduate of North High School; Minneapolis, Minnesota




Certificate in Child Psychology and Development; Mpls Community College

Strengths:

Communications:  communicates well in speaking and writing; able to act as liaison between different personality types, as well as management and team, communicating between supervisors and team.

Leadership: able to motivate a project team; background experience in a supervising position has provided me with the skills to encourage and instruct others

Responsibility:  accustomed to being assigned positions with responsibility, self-motivated and willing to set goals and work to achieve them, as well as surpass them.  Never assume “the other person” is responsible.

Organizations: ability to use time and resources effectively; consider efficiency, planning, and accountability are very important.  Keeping the work area clean and organized is also very important.

Qualifications:

ASE customs efficiency




Experienced in Microsoft Windows software

On line Federal Express Manager and UPS Worldship
Drop ship shipping including international

Effective communicator




Organized and efficient

Keyboarding of 35+ WPM with alpha/numeric capable
Forklift certified

2007 – 2009

Focus Ink

6253 Selborn Drive

Atlanta, GA 30331

Position:
Shipping and Receiving

Duties:

Shipped domestically and internationally, preparing customs and commercial invoice papers with FedEx, UPS, couriers and freight trucks.

2006 – 2007

Northland Systems, Inc.

15350 25th Ave North Suite 114

Plymouth, MN  55447

Position:
Shipping and Receiving

Duties:

Receive computer equipment, components and supplies both manually and with hand scanner into computer inventory system.  Verifying purchase orders against product received in and following up on returned material authorizations (rma’s).  Shipped domestically and internationally, preparing customs and commercial invoice papers, with FedEx, UPS, couriers and freight trucks.  

2006

Solar Plastics

860 Johnson Drive

Delano, MN  55328

Position:
Receiving Specialist

Duties:

Receiving products and supplies into inventory and adding to stockroom.  Follow up on items not received.  Verifying purchase orders against orders received, marking appropriately in computer software.  Maintaining inventory through cycle count and yearly inventory practices.  Organizing and distributing supplies to individual machines and co-workers to put into production.  Tracking returns and scrap for proper handling.  Verify and keep on file MSDS certificates of compliance.  Assist with shipping of products to vendors.  Loading and unloading trucks using forklift.  Create shipping labels for product leaving facility.

2004 – 2005

Filtration Products, Inc.

670 Hamel Road

Hamel, MN 55340

Position:
Assembly / Quality Control

Duties:

Assembling products to client requests.  Product is custom built hydraulic part for various lawnmowers as well as other machinery.  Testing the product before leaving the facility for worthiness as well defects.  Machining parts to measurements provided using taps, gauges and power tools.  Moving inventory to shipped status in addition to assisting other departments as needed.  Box up finished products to be shipped to the client.

2002 – Present

Self Employed

Disc Jockey including night clubs, weddings and other personal events.

References available upon request.

