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Objective
To secure a position that will enable me to use my organizational skills and ability to work well with others.
Experience
Assembler/Inventory Control Specialist, Toshiba International Corporation	10/1/2011-Current
Maintained daily cycle counts on items of higher value
Conducted 100% inventory check for location, quantity, and description of materials
Recommended the replenishment of inventory as required by production schedule 
Super marketed aisles by job number to increase efficiency in order pulling
Trained new personnel on proper procedures and inventory maintenance 
Maintained a 5S work environment 
Assisted in full warehouse transition into new building while maintaining all stock transfers
Recently graduated to Wire Harness Assembler for electric generators
Inventory Control Clerk, Bae Systems	12/1/2009-9/1/2011
Maintained daily cycle counts 
Ran daily query’s to verify all stock movement  
Assisted in tracking all missing inventory systematically, and physically 
Took measurements to verify material 
All filing 
Record Center Specialist, Iron Mountain	7/1/2007-11/1/2009
Pulled files for customers
Boxed all files and stocked them to the customers requirements 
Managed files
Prepend orders to be shipped 
Assisted customers so that they could view their files for major companies such as Exxon, Shell, and City Of Houston
Assisted with special projects from Sales Managers
Miscellaneous filing
Education
Houston Community College North Line Campus	
Basic courses, IT courses
Continental Academy (Diploma) 2006	

Skills
Microsoft Office, Microsoft Word, Microsoft Excel, PowerPoint, Adobe Acrobat, QuickBooks
BAAN
Licensed for scissor, swing, stand-up, sit-down, and reach lifts
Ability to answer multiple phone lines, email, fax/print, scan documents
Typing 55 WPM
Excellent oral and written skills

References and Recommendations Letters Available Upon Request
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