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	                     KATHERINE SEABORN


	Objective
	To obtain a lucrative clerical, customer service or administrative assistant in which I will be able to full implore all my proactive skills and abilities within an emergent company.


	
	

	Skills Summary
	Varied but accomplished background in shipping clerk, and warehouse personnel. Experienced in contracting and scheduling freight operations.
Excel in operations management, especially warehouse traffic management and distribution.
Microsoft Word, Access, Excel, IBM Compatibles, Tandem Software, RF Hardware  
     Equipment (Scanner), SAP, ASI 400, I Note, Internet, 10 key and shorthand.
· Warehouse Equipment Operator: Cherry Picker , Pallet Jacket, and Sit-Down Forklift.

	

	Experience
	

Warehouse Generalist

SANOFI AVENTIS                                 Forest Park, GA
Vaxsear/Cooler Sampling
Vaccine Department
·  Fulfill, pack, verify and record the necessary data for all customer 
        orders and requests.
·  Prepare necessary documentation that supports the fulfillment and shipment tasks; including: move tickets, material transfer and requisition forms, packing lists, shipping labels, truck bills, manifests, etc. 
· Offer support in Quality Control team member checks/verifications as required by SOPs& , WMS. 
·  Assure accurate inventory counts and inventory balance information is maintained and reported using information in the SAP inventory system per Standard Work Instructions/Standard Operating Procedure instructions.
· Manual SAP transactions during operations.
· Text Wrap Machine, Shrink Wrap Machine to load the cooler to
        trailers.    
· Use Radio Scanner (Voice Activated) to pull the merchandise. 


Shipping Clerk   
 SANOFI AVENTIS                                 Forest Park, GA
· Shipping of the Various Pharmaceuticals’ items to all Clinics,  
        Hospitals, Private Practices, Home and Deliveries. 
· Shipping of PAP- (Personal Assistant Products) is delivery to persons who could not offer their medical supplies are sponsored by the company on a monthly basis free of charge. 
· Maintained the orders on a daily basis to ensure that timely receipt 
        throughout FEDEX deliveries.
· Package Products according to the shipping invoices.
· Scanned the Labels for the delivery of the orders.
· Packages for letter, large shipment boxes, and dry ice for vaccines.
· Use Radio Scanner (Voice Activated) to pull the merchandise. 









Production Worker
 HORMEL CORPORATION                   Tucker, GA
· Work on Assembly Packaging Line. 
· Performs any specified quality assurance checks designated for each job, function or assignment. 
· Maintains good housekeeping and clean work areas in assigned work sites. 
· Assures that all work assigned to position is performed in accordance with specifications, instructions and requirements.
· Demonstrates ability to meet production standards on specific assignments within a reasonable time, depending on the degree of difficulty of their job functions.
· Performs assignments in accordance with established safety policies and procedures.

	



Jun 2012-Dec 2013        














 







May  2011-Nov2011





               








           











               Feb 2007-May 2009


	
	
Data Entry Clerk    
DTI (Drug Transport Incorporated)                 Suwanee, GA
      Customer Service Representative with customer excellences. 
       Responsible for solving the customer issues.
       Inputting of Data. 
       Fax and retrieved order for processing from the Internet.     
       Processing of all Medical & Pharmaceutical Engineering Company invoice.
       Sent by electronic invoices (EDI).
       Enters customer and account data by inputting alphabetic and numeric   
           information on keyboard or optical scanner according to screen format.
       Maintains data entry requirements by following data program techniques and 
       procedures.      
 
	
    Mar 2005-Feb 2007

	
	
	

	
	    
  Warehouse & Traffic Operations
 ALLIANT/US FOOD SERVICES                      Norcross, GA 
· Handles incoming customer service/request line.  Follow up with customers on all requests.  Responsible for pulling the customer orders. Processing of invoicing customers orders from the shipping and receiving. Provided exceptional customer support.
· FedEx Logistics/ UPS tracking, and Pick-Up.
· Computerized data entry/inventory control procedures. 
· Make prioritization decisions about workload and dealing with transporting.  Assisting warehouse transportation personnel & the operations management along with the production team.
· Managed up to 10 phone lines, greeted customers, and communicated closely with clients and vendors. Responded to, and resolved, customer issues and inquiries. Performed filing, faxing, copying, and word processing.
· Monitor the accurate files of the Hazmat Regulations & Procedures on all clients, and vendors.

	
  Mar 1998-May 2005


	
	
	 


	
	
	

	
	
	

	Education
                                                                                                                                          
	          DeKalb Technical School       Clarkston, GA 
          Major: Certificate in Word Processing & Data Entry
	1992-1993

	                               
	         Gordon High School                Decatur, GA
	                  1978-1982

	
	         Academic Diploma
	

	
	 

	  
	




