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SUMMARY

Adaptable and hardworking professional experienced in working in complex and high-volume warehouse and
customer service environments. High attention to details yields excellent problem solving and inventory
management competencies. Ability to increase pace as workload demands without compromising quality or task
completion. Unmatched work ethic equipped to work with a team or independently. Solid background in
performing clerical support duties. Core Competencies:

e Product Distribution e Quality Assurance e Data Entry
e Equipment Operation e Answering & Routing
e Merchandise Tracking Calls
EDUCATION
Emily Griffith Opportunity School HS Diploma Denver, CO
WORK HISTORY
Rocky Mountain Orthodontics
Packaging Associate Denver, CO; Dec 2011- Apr 2015

e Served as primary liaison for Packaging and Recap Department.

e Supervise 5 production workers in the absence of the Production Lead by reviewing completed work
orders and checking for defects.

e Gained experience in cross-functional processing and communication by pulling orthodontic bands and
brackets for Pre-Weld and Packaging departments.

e Updated completed Pre-Weld Orders within agency database.

Cooper Lighting
Assembly Worker Denver, CO; Apr 2010- Sept 2011
¢ Assembled fabricated parts to light fixtures and completed approximately 80-100 orders per shift.
* Executed quality checks by troubleshooting all completed lighting units to meet tolerances, product
specifications and customer orders.
¢ Gained extensive experience using hand tools and small power tools such as drills wire cutters to assemble
units and adhere wiring components.
¢ Packed all completed goods and ensured they were ready for dispatch.

FBG
Cleaning Specialist Denver, CO; Sept 2009- Apr 2010
¢ Trained incoming cleaning workers and informed them of company policies and procedures as well as daily
responsibilities.
¢ Individually disinfected 8 floors in commercial buildings per shift including break rooms and kitchen areas.
¢ Operated equipment including but not limited to vacuum cleaners, mops, brooms and dustpans.
¢ Emptied trashcans and recyclables into designated disposal areas.
¢ Polished furniture and fixtures as well as cleaned windows, glass partitions, mirrors, countertops, tables
and floors.
Lil's Place
Bartender Denver, CO; Sept 1999- Jul 2009
* Served drinks including but not limited to wine, and bottled or draft beer to over 80 patrons per shift.
¢ Prepared beverages for patrons according to regular recipes and prepared cocktails.
* Anticipate guests’ needs to decide if additional service is needed and provide tailored customer service.
* Gained extensive experience operating a cash register by collecting money for drinks served via cash or
credit/debit card, distributing change and balancing registers upon close of business.
¢ Performed inventory management by recording product shortages and ordering required liquor and other
bar and lounge supplies.




