Penny A. Lenzy
304 Waters Edge drive 612-251-4406

Chaska, MN 55318  

Pamlenzy1968@gmail.com 

PROFESSIONAL EXPERIENCE
Material Attendant
Emerson Process Management - Rosemount Division     
Nov 2008 - Current
 
.     Reviews shipment and shipping documents completed by other material attendants


.
Keeps a log on incoming and outgoing couriers

           .      Verifies material shipped is material ordered; Documents visible damages on materials

            .      Inputs shipping data into a Oracle system.

            .      Maintains daily equipment inspection records and performs general maintenance as required.

            .      Provides training to other material attendants as requested.

            .      Properly ships products, supplier returns or other material releases.

            .      Safely operates and maintains a wide range of material handling equipment

Source One Management - St. Paul MN               

Aug 2005 - Nov 2008

Mail Clerk/Site Coordinator for Quest-Communications

     
.     Handled all incoming packages from various vendors

           .     Delivered mail and packages

   
.     Made room reservations for meeting 

.     Set up rooms with video equipment etc.

Securities Security Services - Fort Worth TX 

  Mar 2004 - May 2005
.     Conduct security service for New Breed Logistics, a global logistics organization responsible for receiving and refurbishing all Verizon Wireless and electronic devices.

.     Monitored DVR's using TV Cameras

.     Emergency Response actions and evacuations

.     Conducted Telephone and Radio Operations

.      Provided oral and written reports to the Site Supervisor.

.     Monitored employees entrance and exit using the Garrett Super Scanner

Pinkerton Government Services Colorado Springs CO 
Jun 2003 - Feb 2004
 
.     Performed security duties for Lockheed Martin Mission Systems      
.       Conducted interior and exterior patrol

.       Customer Service interactions

.       Provided TOCO checks at over 80 locations in the facility

.       Assisted with the care and maintenance of all security equipment

Wackenhut Corporation Aurora CO 

              
Nov 2003 - Feb 2004
.      Security duties for Progressive Insurance Company

.        Conducted Telephone and Radio operations

.        Locking and unlocking processors of the Progressive building

Paige Security Inc. Marina CA  

                 

May 2000 - Feb 2002
.
Security Officer dealing with students

.        Supervised students entering the school building

.        Monitored students orientations

.        Assisted the Principal in many of the security operations and processes

Naval Post Graduate Exchange Services Monterey CA 
   Nov 1999 - May 2000
.         Performed duties as a cashier

.         Conducted money wiring duties (Western Union)

.         Customer Service

Education
North West High School Class of 1987

Certifications
Adult CPR / AED December 2004

First Aids September 2003 ACTS I, II and III

Hazmat  (Dot)
