Daniel L. Palmer II

221 Dewitt Ave, Connellsville PA 15425

(724) 317-9830

danielpalmer48@yahoo.com

Objective                                                                                                                                              

To obtain a position as an Inventory Implementation Assistant for CMG

Professional Experience                                                                                                                                              

Technology/Administrative Assistant | Health First Medical Center | Dunbar, Pennsylvania | Sept. 2013 - Present

· Repair  and maintain facility computers, copiers, fax machines, and server applications

· Maintain an active record of the facility’s technological equipment

· Perform various tasks relating to upkeep of the system network including installing an Ethernet cable throughout the facility

· Carry out general administrative tasks

· Research options for various programs and services for possible company use and present findings to management

Forklift Operator  |  Carlisle Ent./Hunter Panels/Insulfoam  |  Smithfield, Pennsylvania  |  July 2013 – Sept. 2013

· Operate forklift to move product to different areas of the warehouse

· Operate machinery to produce insulated foam boards

· Dispatch other drivers to various locations

Lumber/Building Materials Associate  |  Lowe’s, Uniontown, Pennsylvania  |  Sept. 2012 – July 2013

· Helped customers find products/materials

· Kept department  clean and organized

· Performed daily price auditing and scanning

· Licensed to drive and operate various power equipment

· Operate cash register when needed

Data Entry Specialist  |  Auto4Life, Reston, Virginia  |  Sept. 2009 – Aug. 2012

· Entered records into databases with speed and accuracy

· Organized paperwork and maintained files

· Called customers concerning their accounts

· Performed general office duties

Software Tester  |  Mythic Entertainment, Fairfax, Virginia  |  June 2008 to Dec. 2008

· Tested software packages to ensure they were within specified guidelines

· Reported any bugs found in the software by entering it into the company’s database

· Managed several databases to complete tasks

· Prepared a daily report to describe my input on the gameplay and any bugs I had found

Provisioning Analyst  |  Sun Rocket Inc., Vienna, Virginia  |  2006-2008 

· Provided customer service to clients

· Created and updated Excel spreadsheets for tracking customer information and services

· Worked on multiple projects at a time

· Completed general office duties such as mailing, filing, faxing, etc

Education                                                                                                                                           

California University of Pennsylvania  | California, Pennsylvania  |  Aug. 2005 and Aug. 2011 to May 2012

· Major : Business Administration 

· Volunteered and participated in many school programs

· Achieved Dean’s List

Connellsville Area High School  | Connellsville, Pennsylvania  |  Aug. 2002 to June 2005

· Concentration in History

· Participated in German Club, Tennis, Football and Soccer

· Helped run the daily school news and worked on the school website

