    Nancy Lee


9821 Jasper Drive
Commerce City, Colorado 80022
3032887329
nancyrlee@hotmail.com

Work Experience
Hostess/Wonder Bread	80 east 62nd avenue
Shipping, Receiving, and Traffic Clerk	January 1995 - November 2012
· 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.
· Confer and correspond with establishment representatives to rectify problems, such as damages, shortages, and nonconformance to specifications.
· Requisition and store shipping materials and supplies to maintain inventory of stock.
 
Education
Jefferson County Schools	
High School Equivalency Certificate	- November 1988	
 
Skills
· Certified  Forklift  Operator
· Reading Comprehension
· Active Listening
· Mathematics
· Communication
· Team Focused
· Time Management
· Critical Thinking
· Order  Pulling
· Motivated  Learner
· Stocking
· Safety  and  Quality  Oriented
· Judgment and Decision Making
· Management of Material Resources
Pallet  Jack
· Operation and Control
· Loading trucks,            
            Excellent  Attendance
            Packing                                                                                                                                                            
