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Heubel Material Handling, Aftermarket Coordinator, August 2012- FT currently employed

-Data entry via EBS, OB10, Oracle, EDI
[bookmark: _GoBack]-Extensive use of all Microsoft products
-Open, close, post time, and apply all information in regards to processing billing. 
-Dispatch technicians to the correct locations per customer call and urgency. 
-Compiling daily, weekly, monthly & quarterly reports for management, customers and billing services. 
-General office duties: answer multi-line phone, all office filing, handle all post in and out of office, and update company/customer information as needed.
-Perform monthly and yearly inventories of shop carousels and technicians vans. 
-Set up of transportation for inbound and outbound shipments. 

Lowes Home Improvement Store, Plumbing Associate, October 2013- PT currently employed. 

-Extensive phone & one on one customer service.
-Use of IPhone for inventory, cycle counts, label production, bin moves, and product searches.
-Use of company data base & internet for product, inventory, invoicing and tracking of shipments.
-Attending monthly seminars, and meetings concerning department resets, product promotions, and how to’s for better job performance & service.  

Fresh warehouse, Centerville, Illinois, logistics analyst, February 2012 – August 2012 ~ left for new job

-SAP, for multiple accounts 
-Navision 6.0 & 6.2
-Microsoft office products outlook, excel, and word (2007 & 2010)
-Gold mine email
-Hazmat certified 
-Forklift certified
-UPS world ship & UPS online for ground, freight, international & hazmat shipments
-FedEx online for ground, freight, and hazmat shipments
-Usage of RF scanners for select customers
-Assigning carriers and setting appointments for inbound and outbound shipments
-Generating and preparing the orders/ bills for all outbound shipments in multiple systems 
-Verifying all staged loads match the customers orders before they are released for shipping
-Checking in carriers to our facility, assigning doors to load or unload, assigning seals, and inspecting  trailers.
-Responsible for month end reports, daily reconciliations, and daily &monthly cycle counts, & leading quarterly inventories.

USF Holland, Edwardsville, Illinois, Billing Clerk, 04-11-08-11~contract position-temp
-Prepared billing statements for (140) drivers. 
-Made weekly payroll preparations for approximately 140 employees. 
-Handled customer service issues such as scheduling, shipment tracking, and ETAs. 
-Responsible for extensive data entry regarding driver’s manifests, tracking, and receipts for billing. 
-Prepared and dispatched manifests in order to ensure dates and times for priority/certified delivery.
-Knowledgeable about hazardous materials regulations related to shipping procedures.  
-Managed human resource issues such as personal time, leave time, disability for about 140 employees. 

United Parcel Service, East Alton, Illinois, Pre-Loader, 8/10 - 04-11~part time 
-Responsible for maintaining a clean and organized work area.
-Possessed a great eye for detail and maintained a good attitude while under stress.
-Retrieved, sorted, and loaded up to 1500-2000 packages within 4 hours. 
-Worked safely at a very quick pace while using proper lifting methods for packages up to 70 pounds.

Quality Rail Service, Madison, Illinois, Parts Clerk, 10/07 - 1/10 ~ full time
-Conducted quarterly inventories to manually track over $2,000,000.
-Responsible for parts retrieval and management for up to 30 employees, forklift certified.
-Trained in automated inventory system in order to maintain production timelines, track vendor information, process all shipping and receiving, and track all inbound & outbound materials.
-Conducted necessary purchasing in order to acquire parts (valuing up to $2,000) for job completion.
-Maintained housekeeping for entire floor which required organizational skills and an eye for detail.

The Cheesecake Factory, St Louis, MO, Server, 3/07 - 9/07~ full time & part time
-Tendered daily sales for approximately $1,000-$10,000.
-Trained to operate computer system and deliver upscale service to all guests. 
-Entered and served all orders (without trays) for 50-200 guests in 15 minutes or less. 
-Passed competency test on ingredients, potential allergens, and safety procedures for 250+ menu items. 

Professional Turf Management, Alton, IL, Crew Leader, 1/07 – 10/07~full time & filler position
-Interacted with the customers, supervised projects, and bid on new projects.
-Maintained inventory while operating tools, drills, saws, heat guns, wrenches, and tractors.
-Oversaw and participated in many types of landscape construction for paver patios, colored concrete curbing, sod installation, hydro-seeding, mass plantings, rock application, and mulch application.

Simmons Cooper LLC, East Alton, IL, Scanning Operator, 5/05 – 10/06~dept  eliminated, laid off
-Responsible for data entry and call center contacts for over 100 customers. 
-Updated and maintained medical, personal, and legal information in computer database. 
-Rotated, cropped, converted, and adjusted 3,000 to 10,000 documents on a daily basis in order to process and store data in a readable form.





