17760 E. Hamilton cir #416 Aurora Co, 80013
720-401-3000 jarviscrichardson@gmail.com


JARVIS C. RICHARDSON


OBJECTIVE
· Seeking a position where I can utilize my past experience, gain new knowledge and advance myself while being as profitable to the company which I am working for as possible.


SUMMARY OF QUALIFICATIONS
· Warehouse assistant supervisor: duties including shipping and receiving through fed ex and ups systems. Maintaining inventory control.
· Customer service and sales: ability to communicate effectively and establish excellent rapport with new and existing customers, excellent retention rate.
· Supervision: supervised up to 7 employees, including all responsibilities for ongoing training and performance reviews and mentoring new employees, as well as assigning daily schedules and maintain accurate weekly payroll.
· Policy and Regulations: ensure department is in compliance with all state and local departments including OSHA and FDA mandates and internal company policies. Certified with class 1,2,3,4 and swing reach forklifts.
· Office Skills: Proficient in various computer software packages, including Microsoft Words, Windows, Excel, Outlook Express and inventory control programs (BAAN).
· Carpentry Skills: Skilled in operations of hand tools and small construction equipment.

WORK OF EXPERIENCE
· Assistant Supervisor 
Baxa Medical Corporation 2007-2011
        Englewood Co, 80013
· Installer
FLYING Beds 2006-2007
Denver Co, 80112
· Ware house
       UPS Postal services 2005-2006
      Commerce City Co, 80022
· Customer Service Rep./Telemarketer
       MCI 2003-2005
      Glendale Co, 80246

EDUCATION
· Community College of Aurora 2004- ongoing
· High School Diploma
AWARDS AND ACHIEVMENTS
· 2011 Out Standing Team Building Award
· 2011 Employee Of The Month Award


REFERENCES
Available upon request


