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Shipping/Receiving Clerk - RR Donnelley
Shakopee, MN 55379 lafanny06@gmail.com - (952)769-6544
· 8 Years of Warehouse Experience
· Understanding of all Aspects of Logistics
· Proficient in Microsoft Excel, Word, and Spreadsheets
· Skilled Product/Packaging Inspector
· Receiving Specialist
WORK EXPERIENCE
Shipping/Receiving Clerk
RR Donnelley - Shakopee, MN - 2011 - Present
· Perform manual and clerical duties related to the preparation and shipment of customer samples, componentsand finished products mailed primarily through Fed Ex, UPS, USPS or other similar carrier.
· Maintain necessary files and documentation.
· Utilize small hand tools and operate scales, metering machines, etc. and primarily use hand trucks to movematerials around.
· Typical shipping activities such as: checking goods against shipping documents and authorizations, packinggoods for shipment according to specifications, preparing bills of lading, posting weight and shipping charges and attach information and shipping instructions on to boxes.
· Activities related receiving materials such as unpacking of goods; checking against bills of lading, packingslips, etc., identification and quantity; maintaining records of goods received; rejects damaged, excess or misdirected goods, routes material to inspection, stores or other destinations. May require operation of a forklift truck.
Temporary Worker
Firstsite Staffing - Little Canada, MN - 2009 - 2011
Picker/Packer Assigned to RR Donnelley, Shakopee, MN
· Follow detailed procedures to perform routine packing work. Pick and package a variety of printed materialsor print related items that require a limited variety of packing procedures and techniques.
· Place, arrange, mark, seal, and tag items on pallets and in containers, bins, and bulk storage.
· Consolidate various items for shipment in accordance with standard operating instructions.
· Assemble finished products into boxes or containers for shipping.
· Count and sort various product items. Perform related tasks such as placing labels on packages, puttingmanuals into binders, and handling boxes for final product.
· Ensure accurate shipping information is attached and packages are shipped according to specified schedule.
EDUCATION
Diploma in Hazmat Logistics Training
Shakopee High School
