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SKILL SUMMARY: 
Motivated and well organized professional with a background as a Warehouse Manager (Phar-Mor), Property Manager (Property Specialist Inc.) Inventory Management (Grainger, Panek Precision, Phar-Mor and Claymount). I also have experience as a Mailroom Manager with IKON Services and as a team leader in a shipping department (Panek Precision) that shipped 15 truckloads of auto parts each day.
Warehouse Assistant 
Claymount Americas 
2011-Present 

Identify and ship all domestic and international orders from the warehouse at Claymount Americas on a daily basis.
Prepare all the shipping documents including Bills of Lading, Pack list and Labels for each shipment. 
Using the ERP system, verify stock quantities, check future shipping dates and check in shipments. Maintain the integrity of the warehouse by putting away the stock that is received.
Reworking and inspecting products by replacing defective parts and applying labels and serial numbers for shipment to customers.  

ACHEIVEMENTS:
 
Promote continuous improvement while challenging the status quo, such as the use of spreadsheets to track Work Order Numbers of FDA approved Medical Equipment and weights of pre-packed items.
Implemented new work flow methods to streamline work flow and optimize available weekly man-hours. This resulted in an ongoing labor cost savings of more than $10,000 per year. Volunteered for, and directed, a committee of my peers to define and implement safety procedures in the warehouse and in other departments. This improved the company’s Illinois Safety Standards rating from 10th percentile up to 90th percentile during the first 6 months of implementation. This resulted in the company obtaining a more favorable rating and a reduced the insurance premiums by $22,000 in the program’s first fiscal year. 
I was a leader in the successful effort of the company to obtain QS9000 Quality Management Certification for our logistics operations. coordinated with management to put into place plans to achieve this goal by instructing co-workers and other hourly employees with the appropriate procedures for shipping, receiving and inventory management. I observed compliance on a continuous basis and provided feedback to management to maintain the program and make improvements as needed.
 






Pervious Employment:

IKON Office Solutions 
On-Site Service Specialist/Mailroom Manager 
Robert Bosch Tool Corporation and US Cellular 
Distribution Center and Mailroom 
2010-2011 

Managed the logistics of providing product samples, sales materials and promotional items to more than 80 sales offices nationwide; also managed overseas shipments and various U. S. Customs documentation for destinations in Germany, China, Indonesia and Mexico.  

Property Specialist Inc.
Rolling Meadows IL 
2007-2010 

Responsibility for (7) seven residential housing developments with a total of 1,000 homes, with ponds and other common areas. Wrote monthly reports, budgets and violations. Mediated meetings of Home Owners Associations. Attended Management Training Seminars and conferences on a regular basis.  
Shipping and Receiving Team Leader 
Panek Precision, Northbrook, Illinois 
1996-2007
 
Received 20 trucks per day of unfinished goods and shipped out 20 truckloads of finished goods each day.
Inspected all good that were received or shipped out for defects and proper quantities. Reported all discrepancies to the shift supervisor.
Leader in the successful effort for Panek Precision to achieve QS9000 and raising the companies Safety Standards.
 
TECHNICAL SKILLS and OPERATING EQUIPMENT 
Microsoft Outlook, Word, Excel; Adobe Professional; SAP Environment (Bills-of-Lading, Packing Lists); Business networking using LinkedIn and Yahoo Groups. Operation of forklifts, dock levelers, “cherry picker” scissor lifts, overhead cranes, metal and plastic banding machines, skid wrapping carousels. 
EDUCATION: 
 B.S. Loyola University, Chicago, Illinois 
