JoEllen Liesch

7 Iowa drive • Whiting NJ 08759 • (732) 966-7422 • joellen_liesch@yahoo.com

Highly motivated and skilled professional; seeking a position with an established organization.

Summary of Qualifications 
Knowledge of MS Office Excel; Word; Access; Adobe Photoshop; Outlook; PowerPoint
Data entry 55 wpm

Knowledge of SAP

Proven administrative writing and verbal communication skills
Excellent customer service skills.

Professional Experience
Maple Technologies, Manalapan NJ
5/13-Present

Administrative Assistant
Answer incoming calls, and direct them to the appropriate party

Sort incoming mail

special project assignment
QA incoming packages and assemble properly to appropriate party
Adecco, Tinton falls, NJ
11/12-1/13
Review details on open orders and contact clients 
Participate in new vehicle sales

QA vehicles before loading

Communicate with customers during loading and unloading of merchandise

Communicate and schedule appointments for drivers

Contact drivers and communicate the details on open orders for pick up and delivery

Access electronic system to pull up order information
Strive for quick resolution on open orders
Fresh Direct, Long Island City, NY
10/09 – 11/12
      Inventory Control Specialist
Participate in product review for implementation process

Set up test schedule with department for 
Quality inspection

Track new product shipments for implemented program

Accountable for the daily physical inventory of all materials
Respond to telephone inquiries, to resolve special inquiries 
Input purchase orders for packing requirements 
Verifies, checks discrepancies on stock quantities, packaging, quality and pricing

Classifies, reviews and input data in the computer terminal according to prices, manufacturers name, part number/model number and stock number of certain materials
Prepare report of all equipment/stocks on hand.

Maintains quantity of supplies and monitors shelf life of a particular items based on receipts or invoices for submission.

Prepares summary report based on daily inventory report. 
In-charge in preparations of daily, weekly, and monthly reporting of inventories.
ABCZ Corp, New York, NY
06/08-10/09
Front Desk Reception
Operate main switchboard
Greet clients 

Introduce clients upon entry.  

Michael C. Fina, Long Island City, NY
04/07-06/08
Resource Planning Associate / Executive Assistant /Integrated Business Assistant

Participate in QA for all new and sensitive accounts

Assist floor Supervisor with inspection.

Assist with maintaining production schedule
Organized and provide training for new accounts

Pull product from warehouse for new accounts during implementation 

Create and process work instruction for production

Review inventory levels for assigned production

Maintain inventory for print press

Restock inventory for new programs

Pull orders for weekly production on new programs

Create demand order for internal print press

Review Inventory levels for assigned vendors

Assist with special projects for resource planning

Create and process work instruction for production

Assist in new customer development by creating program outlines and set ups

Education

Ashford University
2011-2014
B.A. Supply Chain Management completion scheduled September 2013

Katherine Gibbs
2003 – 2004

Associates Degree in Liberal Arts/Fashion Design/Merchandising

Special Skills:
Inventory Specialist, Stock control, Computer literate, Purchasing.

References

Furnished upon request

