Eric Orr

720.560.4837

ericmorr@gmail.com

Experience

Fulfillment Technician, Thomsonreuters

November 2005 - December 2011

Examine pack lists and determine product contents for shipping.

Coordinate the daily inter office correspondence between the Greenwood Village Office and the other divisions and locations.

Process daily mail.

Coordinate daily shipping pick ups and deliveries with couriers, USPS, and the commercial carriers.

Ship all out going packages including daily orders, trade show equipment, and customer invoices.

Creation of software CDs and DVDs specific to product and customer

Maintenance of address information in the customer tracking system

Maintenance of regional sales representatives and other divisions address changes in the shipping system.

Administrator for the shipping software including creation of accounts, password maintenance, and support.

Processing of checks and cash for personal shipping charges from employees.

Daily maintenance of the shipping area and dock.

Purchasing Assistant, Thomsonreuters

August 2000 - November 2005

Creation of purchase orders

Receipt and reconciliation in the purchasing system

Daily supply orders for the office including kitchen stock, copy stock, and mail/product stock.

Software and Hardware purchasing including computers, software packages, and servers.

Maintenance of a database of software licenses and packages depending on department needs.

Coordination of ordering trade show items including signs, booths, giveaways.

Help desk support including asset management and inventory, software installation, and hardware recycling.

Education

University of Colorado at Denver fall 1998-Fall 2002 computer science (not completed)

Metro State college of Denver Spring 2003- Fall 2005 information systems (not completed)

Metro State College of Denver Spring 2011- Current information systems

SKILLS

General office experience including stocking, postage machines, and phones.

General PC experience. Use of software including shipping, receiving, purchasing, database, customer management, and administrative packages.

Help desk experience including assembly, installation, and support 

Warehouse experience including large item storage, inventory management, pallet jacks, and deliveries.

Shipping including packaging, palletization and collation.

FEDEX, UPS and USPS shipping. Use of carrier specific software, trouble shooting delivery problems, international shipping and customs clearance.

Asset management including receiving, asset tagging and reallocation

