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1062 Inverrary Lane
Deerfield, IL 60015
vshanks63@yahoo.com
(773-829-3416)

Professional Profile: 



Great customer service, clerical and administrative assistant knowledge and experience. More than 10 years experience in manufacturing/warehouse industry.  Knowledgeable in forklift operating, inventory control and other various warehouse applications.  
Skills:

· Microsoft Suite; Word, PowerPoint, Excel, Publisher, Access, Outlook
· Possess strong organizational, customer service and communication skills

· Exceptional general office skills; multiline phone, records management, copying, faxing
· Correspondence, transcription and data entry

Education:

Certificate:
Brewster Technical Center
Information Technology Assistant


Business (2009-2011) Graduated


Front Desk Specialist

Administrative Assistant Program


Assistant Digital Production Designer








Certificate of Achievement-Outstanding








Academic Performance







National Technical Honor Society



University of Wisconsin-Stout
Business Major (2002-2004)

Chicago Vocational High School

Business Major: Graduated
Work Experience:

Aon Hewitt Navigators (2011-2012)

Temp Assignment-Data Entry
· Data entry on excel spreadsheets
· Audit clients information accurately and efficiently
· Multitasking different assignment as required
Ministries (2009-2010)                                                 
Internship Metropolitan Administrative Assistant

· Provide exceptional customer service via answering incoming multiline phone and ensuring clients and visitors were properly greeted and attended to their needs.

· Responded to staff/client and visitors proficiently and effectively while assisting with managing 6 staff members schedule and appointments

· Maintained organized files and upheld consistent on time record filing
Wal-Mart Distribution Center, Alachua, FL (1998-2008)
Research Clerk (2004-2008)
· Daily research of warehouse inventory ensuring ordered merchandise was shipped to retailers
· Process paper work, invoice and reports
· Sort distribute labels 
· Partner with team members in other departments 
· Deliver accurate inventory reports to offsite fullment centers
· Cycle counts
· Performed quality inspection on damaged merchandise
Forklift Driver (1999-2004)
· Responsible for the safe operation and care of assigned company forklift. Comply with all equipment code and company policies. Assure quality and safety standards are maintained.
· Assist in distributing merchandise throughout the warehouse through a replenishment system
· Sort all pallets and organize them accordingly to warehouse standards
Stocker (1998-1999)
· Receive, unpack, check, store, track merchandise and materials, and pick up customer orders
· Ensure that all merchandise is in the accurate locations
· Lift merchandise of various sizes
McMillan Electric Company, Woodville, WI (1996-1998)
· Assemble electromechanical devices such as wind wire coil used in resistors, transformers, generators, and electric fasteners 
· Modify finished products to ensure that it meets quality standards

REFERENCES AVAILABLE UPON REQUEST

