	                                                                                    MICHELE HENKEMEYER

	                                                                                                (Shelly)

	                                                                                         14144  Candlewood Lane NE

	                                                                                       Prior Lake, MN 55372

	                                                                                            (952) 513-8396 
                                                                                          mhenkeme@gmail.com

	 
 
CONTINENTAL MACHINES – Savage, MN                                                                                                                  June 2008-March 2009
      Purchasing Clerk/Expeditor
-Expedited parts with vendors.
-Prepared outside work to go outside for heat treating, cutting, and honing.
-Ordered small parts with vendors that were already set up using an MRP report.
-Handled RMR’s with the parts I ordered.
-Changed pricing in system when wrong or changed at the vendors.
       -Problem solved, parts vendor said shipped but we didn’t show checked in, etc
 

	K-MART DISTRIBUTION CENTER - Shakopee, MN                                                                                                        1997-May 2008

	     Administrative Support Staff

	     -Make receiving appointments for dispatcher.

	     -Verify bills from the checkers & unloaders for discrepancies and damage.

	     -Check on empty trailers for dispatchers.

	     -Outbound paperwork for the stores deliveries.

	     -Dispatch sheets for the next day's deliveries.

	     -Take inbound paper work from the truck drivers.

	     -Customer care, answer the phones for the stores calling with problems, solve the problem and sometimes

	      it will be a customer calling wanting to find a certain item, try to find what they want and have it sent to 

	      the closest store.

	     -QA doing RF books (cycle count), Credit and charge memos for the stores, keying perishable.

	     -Helping the drivers with what ever they need.

	     -Back up for G Log or Oracle (making requests for carrier pick ups.)

	     -Work Requests for the drivers to put what trailer on what dock

	     -Filing

	     -Updating several data bases.

	 
 

	Canterbury Park-Shakopee, MN                                                                                                                                   2000-2006

	    Tickets,Dispatcher, 

	     - On call, fill in wherever they need me

	     -Filled in the ticket office taking reservations

	     -Filled in the dispatcher for valet

	     -Filled in on Guest Services

	     -Filled in on special events opening doors for special guests, sitting at tables giving guest's information.

	     -Basically fill in where ever they are short handed when needed

	 
 

	TROPICAL POOLS - Apple Valley, MN                                                                                                                           1996-1997

	     Office/Store Manager

	     -Store Clerk

	     -Shelf Stocker

	     -Customer Service

	     -Payroll, Accounts payable, and receivables, and bank deposits

	     -Purchase pool supplies and chemicals

	     -Schedule service calls and radio dispatcher

	     -Processes pool and spa contracts

	     -Motivated others

	 
 

	BURNSVILLE SALES & MFG INC. - Burnsville, MN                                                                                                           1994-1995

	    Inventory/Production Planner

	     -Maintained and managed inventory for production floor

	     -Purchased and expedited material from vendors.

	     -Processed change orders and addendums to orders

	     -Managed a type of Manufacturing Requirements Planning (MRP)

	     -Processed billing and receiving on a computerized system

	     -Processed inventory adjustments such as cycle count

	     -Production support to the floor.
 

	 

	ROSEMOUNT AEROSPACE INC - Burnsville, Mn                                                                                                                 1988-1994

	    Senior Department Coordinator

	     - Managed Manufacturing Requirements Planning (MRP)

	     -Maintained frozen schedule

	     -Maintained and managed inventory for the production floor

	     -Provided production support and training for groups of eight or less

	     -Participated In Total Quality Management (TQM) teams

	     -Supported the Service Center, maintained computerized weekly backlog and change 

	       notice processing.
 

	 

	DETECTOR ELECTRONICS CORPORATION - Bloomington, MN                                                                                           1980-1988

	    Production Control Clerk (1988)

	     -Filed, reviewed and prepared factory orders to ship on time

	     -Brought factory orders to the proper status to relieve inventory

	     -Reviewed and contacted the production expediter to expedite the assembly procurement

	      of material to ship

	     -Monitored past due reports

	     -Prepared weekly reports listing the status of orders on credit hold

	     -Ran computer programs to print purchase orders, pick slips, and ship date reports

	    Order Entry Clerk (1985-1988)

	     -Computerized order entry

	     -Ran invoices, acknowledgements, Return Material Identifications (RMI's) and credit memo's

	    Purchasing/Inventory Control Clerk (1980-1985)

	     -Record receiving information on purchase orders along with ship sets, debit memo's,

	      discrepancy reports and returns.
 

	 

	 

	 

	 

	EDUCATION

	Hennepin Vocational School, 3 computer and 2 typing courses

	Normandale Community College, Introduction to Business course

	Burnsville High School, 

	 

	CONTINUING EDUCATION

	Thirteen Computer Classes

	Seven Business/Human Relations classes
Excel 1, 2, 3, Word 2, 3, PowerPoint 1, 2, Access 1, 2, and 3, Basic Accounting, QuickBooks.


