EDWIN A. RINCON
3646 N Christiana Ave, Chicago, IL  60618
                                               773-983-0130 edwinrincon_19@hotmail.com
	


OBJECTIVE: 
· Seeking a position with a company which will require me to utilize my skills, abilities and experience in manufacturing, warehouse or housekeeping to ensure the company's success.  
EDUCATION:

 Simón Bolívar University                         			                                        Barranquilla- Colombia
                                                                                                                                         
Bachelor Degree in Business Administration with a major in Accounting:  December, 2013                                               

 Inca Center                                                               				       Barranquilla- Colombia
  
Accounting Associate:   December, 2010  

 EXPERIENCE:

Assistant Supervisor 2nd Shift
TEK CAST INC.
Team work supporting costumer’s order in aluminum and zinc castings, machining, assembly and finishing.
[bookmark: _GoBack]

Warehouse Clerk

Responsible for assisting in a variety of warehouse duties, including shipping and receiving, unloading and loading trucks, fulfilling purchase orders, and keeping warehouse stocked with essential equipment.
Primary responsibilities



                                                                                                                                 
· 
· Receive trucks and unload merchandise.
· Stack merchandise on racks.
· Stock warehouse with tools.
· Ensure machinery is serviced and functional.
· Check in merchandise and affix labels.
· Match purchase orders to sales orders and distribute to sales associates for processing.
· Fulfill customer orders.
· Move materials off racks and package for shipment.
· Fill requisitions, work orders, or requests for materials, tools, or other stock items.
· Follow all safety codes.
· Place merchandise on pallets or shelves for distribution
· Record amounts of materials or items received.
· Perform facilities maintenance.
· Sort material according to size, type, style, color, or product code.
· Carry out tasks as assigned by the warehouse supervisor / manager.
· Identify damage, loss, or surplus of goods and materials stored in the warehouse.
· Compile inventory balances and price lists.
· Maintain records of all activities and processes pertaining to the storehouse.
· Supervise other warehouse clerks.
· Delegate duties as necessary.


Accounting Assistant

· Aids executive in staff capacity by coordinating office services, such as personnel, budget preparation and control, housekeeping, records control.
· Analyzes unit operating practices, such as recordkeeping systems, forms control, suggestion systems, personnel and budgetary requirements, and performance standards to create new systems or revise established procedures.
· Analyzes jobs to delimit position responsibilities for use in wage and salary adjustments, promotions.  

PROFESSIONAL SKILLS:


·  Windows XP, proficient in Microsoft Office Word/Power Point/Excel/Explorer Communicator and Email
· Proficient translator from English to Spanish

   REFERENCES:  Available upon request
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OBJECTIVE:        Seeking a position with a company which will require me to utilize my skills, abilities and  experien ce in  manufacturing , warehouse   or  housekeeping to   ensure  the company's success .       EDUCATION:       Simón   Bolívar   University                                                                           Barranquilla -   Colombia                                                                                                                                                Bachelor Degree in Business Administration with a major in Accounting:    December, 2013                                                        Inca Center                                                                                  Barranquilla -   Colombia        Accounting Associate :     December , 2010          EXPERIENCE :     Assistant Supervisor 2nd Shift   TEK CAST INC.   Team  work supporting   costumer’s order in aluminum and zinc castings, machining, assembly and finishing.       Warehouse Clerk     Responsible for assisting in a  variety of warehouse duties, including shipping and receiving, unloading and loading  trucks, fulfilling purchase orders, and keeping warehouse stocked with essential equipment.   Primary responsibilities      Receive trucks and unload merchandise.      Stack merchandise on racks.      Stock warehouse  with tools.      Ensure machinery is serviced and  functional.      Check in merchandise and affix labels.      Match purchase orders to sales orders and  distribute to sales associates for processing.      Fulfill customer orders.      Move materials off racks and package for  shipm ent.      Fill requisitions, work orders, or requests  for materials, tools, or other stock items.      Follow all safety codes.      Place merchandise on pallets o r shelves for  distribution      Record amounts of materials or items  received.      Perform facilities maintenance.      So rt material according to size, type, style,  color, or product code.      Carry out tasks as assigned by the  warehouse supervisor / manager.      Identify damage, loss, or surplus of goods  and materials stored in the warehouse.      Compile inventory balances and price li sts.      Maintain records of all activities and  processes pertaining to the storehouse.      Supervise other warehouse clerks.      Delegate duties as necessary.     Accounting Assistant        Aids executive in staff capacity by coordinating office services,  such as personnel, budget preparation and  control , housekeeping, records control.      Analyzes unit operating practices, such as record keeping systems, forms control , suggestion systems, personnel  and budgetary requirements, and performance standards to create   new systems or revise established  procedures.      Analyzes jobs to delimit position responsibilities for use in wage and salary adjustments, promotions .         PROFESSIONAL SKILLS :      

