Majestic Lee

Hazel Crest, IL 60429
majesticlee2_2ig@indeedemail.com
+1 708 673 3243

Authorized to work in the US for any employer

Work Experience

Office Manager/Dispatcher
BWR Transportation - Orland Park, IL
May 2019 to Present

Supervise all office employees ensuring that there jobs are being done correctly. Answer phones for our
customers and answering any concerns they have with their rides. Tracking and managing customers
rides making sure that we schedule them correctly. Billing all customers that are receiving rides for the
particular day as well as calling lllinois medical office and addressing any problems with billing for specific
people.

Ensuring that we are getting paid for these rides through the medi system. Calling drivers daily and
communicating about their locations.

Shipping and Receiving Manager
Tradebe Environmental Services - East Chicago, IN
November 2016 to May 2019

Supervise daily functions of the employees in the receiving department. Conduct daily inspections;
ensure area is in compliance with RCRA Part B Permits; assign daily tasks. Supervise the inventory,
sampling and labeling of drums received and the movement of drums in the warehouse. Ensure
sorted containers are transferred to appropriate areas of the facility; materials are sampled, processed,
transferred or stored within the parameters of the facility's operational and regulatory requirement a
few ; and area equipment is maintained and repaired. Ensure the timely shipment of all container loads to
be processed offsite. Oversee all functions of shipping department; ensure monthly inventory reduction
via consolidation and shipment; ship all container loads to be processed offsite; maintain DOT compliance
for all shipments; follow disposal outlet guidelines for all shipments; maintain a less than 1 year inventory
of hazardous waste; ensure that all processing areas are in compliance with DOT, RCRA and PCl Permit
standards; review and approve invoices for alternate disposal facilities and other Shipping department
activities. Check manifests and make sure they align with the quantity as well as the items for that
particular load.

Education

Master's in Business Administration in General
Colorado Technical University-Online - Colorado Springs, CO
April 2023 to Present



Bachelor's in Information Technology
Colorado Technical University-Online - Colorado Springs, CO
April 2020 to January 2022

Bachelor's in Data Analytics
Colorado Technical University-Online - Colorado Springs, CO
April 2020 to January 2022

Associates in Business and Administration
Colorado Technical University
2018 to 2019

Skills

» Organized, punctual and energetic worker with positive customer service and work efficiently
independently and as a team. Strong interpersonal communication skills that not only benefits the
work environment but also comforts the associates by knowing they matter. Establish and maintains
good working relationships with upper management, co-workers and consumers. Detail oriented,
professional with the ability to learn and complete any task. Strong Leadership and Communication
skills. Demonstrates the ability to multi task and execute effective customer service.

* PCI

» Environmental services

» Office Management

* Computer Networking

* Medical Office Experience

Assessments

Forklift Safety — Highly Proficient
October 2020

Best practices and safety hazards in forklift operation
Full results: Highly Proficient

Warehouse shift leader — Expert
March 2020

Supervising warehouse staff and maintaining safety and security standards
Full results: Expert

Attention to detail — Expert
May 2021

Identifying differences in materials, following instructions, and detecting details among distracting
information.
Full results: Expert

Cognitive ability — Highly Proficient
October 2019

Measures a candidate's ability to combine pieces of information to form general rules or conclusions.
Full results: Highly Proficient



https://share.indeedassessments.com/attempts/36a000fc440a280b6f6e71ee346e008aeed53dc074545cb7
https://share.indeedassessments.com/attempts/bcc7fd1812f023c8d5d9f1cdc76df147eed53dc074545cb7
https://share.indeedassessments.com/attempts/3896d0b1751dc2f35d836fb540c21d11eed53dc074545cb7
https://share.indeedassessments.com/attempts/dcaf71580c55ec8a65d18055336bcbd3eed53dc074545cb7

Verbal communication — Highly Proficient
March 2020

Speaking clearly, correctly, and concisely
Full results: Highly Proficient

Problem solving — Highly Proficient
October 2020

Measures a candidate's ability to analyze relevant information when solving problems
Full results: Highly Proficient

Filing & organization — Highly Proficient
February 2019

Measures a candidate's ability to arrange and manage files or records using a set of rules.
Full results: Highly Proficient

Business math — Highly Proficient
February 2019

Measures a candidate's ability to use basic math to solve problems in a business context.
Full results: Highly Proficient

Attention to detail: Inventory — Highly Proficient
February 2019

Measures a candidate's ability to apply systematic processes for managing and storing products and
merchandise.
Full results: Highly Proficient

Warehouse shift leader — Expert
March 2020

Supervising warehouse staff and maintaining safety and security standards
Full results: Expert

Call center customer service — Highly Proficient

November 2021

Demonstrating customer service skills in a call center setting
Full results: Highly Proficient

Attention to detail — Highly Proficient
November 2021

Identifying differences in materials, following instructions, and detecting details among distracting
information
Full results: Highly Proficient

Work style: Reliability — Highly Proficient
July 2022

Tendency to be reliable, dependable, and act with integrity at work
Full results: Highly Proficient

Scheduling — Highly Proficient


https://share.indeedassessments.com/attempts/60b5062774cb9b4848ffd4cf8aaee002eed53dc074545cb7
https://share.indeedassessments.com/attempts/2c5b8d744cb6c6a2607f76532ac81378eed53dc074545cb7
https://share.indeedassessments.com/attempts/a48bec7108765b430fc67a3f486f991aeed53dc074545cb7
https://share.indeedassessments.com/attempts/e66134b863580356058c226613497e73eed53dc074545cb7
https://share.indeedassessments.com/attempts/b6dd1ff5ad2e9025274355c7fe51112eeed53dc074545cb7
https://share.indeedassessments.com/attempts/bcc7fd1812f023c8d5d9f1cdc76df147eed53dc074545cb7
https://share.indeedassessments.com/attempts/583610d91276c2635004477af04ee75feed53dc074545cb7
https://share.indeedassessments.com/attempts/77b38e6751ca297bab489c3a7eaeb05ceed53dc074545cb7
https://share.indeedassessments.com/attempts/bc1f7d570c72a45e6ff120ee9d93fc5feed53dc074545cb7

October 2022

Cross-referencing agendas and itineraries to avoid scheduling conflicts
Full results: Highly Proficient

Administrative assistant/receptionist — Expert
October 2022

Using basic scheduling and organizational skills in an office setting
Full results: Expert

Customer service — Expert

October 2022

Identifying and resolving common customer issues

Full results: Expert

Warehouse safety — Proficient

October 2022

Using safe practices in a warehouse setting

Full results: Proficient

Customer focus & orientation — Proficient
October 2022

Responding to customer situations with sensitivity
Full results: Proficient

Indeed Assessments provides skills tests that are not indicative of a license or certification, or continued
development in any professional field.


https://share.indeedassessments.com/attempts/a2ec573c30ae9cac7b2c33cb2193fd54eed53dc074545cb7
https://share.indeedassessments.com/attempts/b80c4fee9e44dc78bb38b81303274f71eed53dc074545cb7
https://share.indeedassessments.com/attempts/da66c11917841b5dfefa2ee9aed49253
https://share.indeedassessments.com/attempts/d3398bb243999ed37c67047035d764b6
https://share.indeedassessments.com/attempts/a14bd37dd5750a3c58b6efd669a289a1eed53dc074545cb7

