Melissa McLain
	306 Virginia Ave
St. Albans WV

Melissa McLain
OBJECTIVE
To obtain a position within a progressive organization that will use my education, skills, and abilities where I can effectively contribute to operations in any capacity that best matches my skills.

SUMMARY OF QUALIFICATIONS

· Proficient in SAP (R3P, JRP) 
· Ability to manage multiple tasks in a pressured environment
· Solid managerial experience
· Capable of typing 60 words per minute
· Proficient in Microsoft Word, Excel
· Proficient with Windows XP and Vista
· Ability to operate various office equipment
· Excellent customer service
· ADP Experience 

EMPLOYMENT

November 2012 to Present	Manpower	Charleston, West Virginia
Staffing Specialist
· Answering phones
· Data Entry
· Employee Placement
· Conducting Background and Drug screens
· Employee Orientation and Interviewing
· Completing all I9 compliances 
· Conducting Work Environment Summaries



September 2010 to May 2012 		JCB 	Pooler, Georgia
Cycle Count/Material Handler/Material Planner (Full Time)
· Proficient in SAP
· Warehouse Management
· Inventory Control
· Receiving Material
· Creating SOP’s (Standard Operating Procedures)
· Data Entry


May 2009 to September 2010 		SheltAir Aviation 	Savannah, Georgia
Customer Service Rep (Full Time)
· Data Entry
· Appointment Setting
· Inventory Control
· Customer Service


August 2008 - February 2009		Nautilus Gym		Cross Lanes, West Virginia
Nursery Attendant (Part Time)
· Childcare provider
· Provided sanitized environment
· Handled childcare payments

June 2007- August 2008 	Fazolis		Cross Lanes, West Virginia
Manager (Full Time)
· Inventory Control
· Cash Management
· Customer Service
· Employee Relations
· Cashier

EDUCATION

Marshall University	 		Huntington, West Virginia
Criminal Justice
   - August 08 - December 08

		    Nitro High School			     Nitro, West Virginia
                       - March 04 - May 08	
				Graduated with 4.0 average
		
		

	

