	Amanda S.  Napier
                         27146 Leroy St 
                         Roseville, MI 48066
                     (586) 746-5355
                          mandiiluvsangels@gmail.com

	
	
Objective:
Obtain a position where I can utilize my great attention to detail and good communication skills. I also have excellent customer service skills. I have numerous years of experience in customer service, administrative, shipping, receiving, Word, Excel and purchasing. 



	
	Employment History: 
Roseville Community Schools  Sub-Clerical
Roseville, MI                                Answer phones, help and guide students with where they need to go, write passes, type                       

04/2012-Present                                 documents needed by the principals. There were a wide variety of different duties involved
                                                 in this position.
Snelling Personnel –                  Shipping and Receiving Clerk
Allstate Fastener                         Entered in ASN’s, bill of ladings, customer service, checked to ensure that all shipments were 
Roseville, MI                                correct after being pulled, and ordered trucks. 
01/2011 – 05-2011



	
	Diadem Digital Solutions 
Troy, MI 
06/2009 - 12/2009 
	Shipping and Receiving Supervisor 
Received in all packages which included counting contents and verifying that the packing slips matched. Created shippers and invoiced all products being shipped out to customers. Negotiated shipping prices and pick up schedule to better suit the company's needs with UPS. Ordered all shipping and receiving supplies. Created a spreadsheet to document all on time, early and late shipments. Handled situations with customers and UPS that involved the packages not getting to the customers on time. Customer service was number one in this position. 

	
	W Industries 
Detroit, MI 
08/2006 - 03/2008 
	Shipping and Receiving Clerk
Provided excellent customer service. Scanned and emailed all shipping documents to customers. Great attention to detail. Typed shippers/bills of lading, and entered in all receipts into computer system. In this position; there were a lot of interruptions and always something to research. I excelled in this position being able to multi-task and wear many hats. I was able to handle the high stress situations. Prevented and solved problems that occurred almost on a daily basis. Maintained constant contact with customers and worked hard to ensure their needs were met. 

	
	W Industries 
Detroit, MI 
12/2005 - 08/2006 
	Purchasing Clerk 
Worked closely with vendors. Negotiated pricing and delivery promptness. Typed purchase orders and followed up with vendors to ensure prompt delivery. Excellent communication skills, multi-tasking, and negotiating were keys in this position. 

	
	Copper Sales, Inc. 
Warren, MI 
06/2005 - 11/2005 
	Driver 
Performed pre-trip safety inspections on a 26' flat bed truck. Filled orders and packaged them for delivery. Loaded and unloaded with and without a forklift. Transported material to various businesses and job sites. Great customer service skills. 

	
	Laidlaw Transit 
Mount Clemens, MI 
10/2004 - 05/2005 
	School Bus Driver 
Transported students to and from school and other activities. Performed pre-trip and post-trip inspections on my bus. 

	
	Your Environmental Solutions 
Ferndale, MI 
10/1995 - 06/1998 
	Office Manager 
All office functions. Accounts payable, accounts receivable, customer service, purchasing, in-house payroll, answered multi-line phones and handled all shipping and receiving.

	
	Education: 

	
	GED 
Major: Basic 
Ferndale High School 
MI  
	Major: Algebra 
Macomb Community College 
MI  

	
	Skills and Abilities:
Computer savvy, intermediate levels of Word and Excel. A team player, a hard worker, fast learner, dependable, and honest. I bring good negotiating skills and great ideas to share. Excellent problem solver and multitasker. I work well with customers and coworkers. 

	
	

	
	


