Shannon Radtke
111 Bell Ringer Lane
Mineral VA 23117
Phone# 540-220-4871
 

Work Experience
June 2003 through September 2003


Company Name: Gran Prix Collision

Job Title: Receptionist/Clerical


· Greeted customers.
· Filed.
· Answered a multi phone system.
· Scheduled appointments.
· Created new customer portfolios.
· Cashier.
· Created new spreadsheets in word,excel, and collision database.
· Helped other departments with high volume word loads.



January 2005 through September 2007	


Company Name:  Robert Shafer & Associates (Criminal)

Job Title: Legal Secretary

· Prepared pleadings and filed at the court house.
· Took legal documentation to dmv court.
· Met with defendants in booking to collect statements.
· Sent out flyers using a inmate tracking system. 
· Scheduled consultations for three attorneys. 
· Prepared files for the next day's docket. 
· Filed all closed cases. 
· Obtained background checks at the police department. 



December 2007 to present	     


Company Name: AD Fire Protection

Job Title:  Inventory Control Specialist/ Shipping & Receiving
· Purchasing of all raw materials,office supplies,production supplies for the plant. 
· Assisting with quality control and maintaining accurate documentation. 
· Complaint with OSHA and ISO guidelines. 
· Involved with Global Hazardous Communications. 
· Receive all material that enters the plant. 
· Answer multi line phone system. 
· Coordinate outbound loads to meet customer demands. 
· Verifying with suppliers deliveries will meet deadlines. 
· Cycle count once a month on everything in the warehouse from raw materials to finished product. 
· Input all data into a computer program known as "baan", a inventory tracking system. 
· Verify all shifts production daily. 
· Create purchase orders and invoices. 
· File all documentation at the plant. 
· Create new spreadsheets monthly in excel,word. 
· Very fluent in macros,conditional formatting,and validations. 
· Meet monthly deadlines with over view reports. 
· Maintain certain inventory levels and turns. 
· Obtain documentation on formulas and changes.
· Helping with employee enrollment.
· Assisting with HR on employee orientation. 	
· Quality control, ISO, SOP
· Maintaining and updating quality guidelines proper testing requirements are current. 
· Input and review COA's, MSDS's, and SDS 's. 
· Making sure PM's are up to date for quality purposes and proper production. 
· Involved with RND (Research and Development).
· Heavy involvement in operations and logistics. 
· File paper work.

· Train employees.


 	Education 	


School Name: Colonial Forge High School (Graduated in 2003)

Location: Stafford, VA

Course Major: Business Management, Computers



School Name: Germanna Community College (Graduated in 2008 with a Degree in Business Management)


Location: Fredericksburg, VA

Course Major: Business Management,Communications



 	Skills/Knowledge 	


-	Self-oriented (little supervision)
-	Excellent communication skills
-	Multi-tasker
-	Dependable
-	Organized
-	Fluent in mostly all computer programs: Word, Excel, Access, Power point, Baan, macros, and etc…
·   Attention to detail
·   Strong written and verbal skills
·   Can meet deadlines
·   Quick learner
·   Respectable 


	References 	

· Carol Shapiro   Fairfax Station,VA    1-703-250-7087   Doctor
· Mark Disse       Louisa, VA                1-540-223-3385. Supervisor 
· Joe Richardson Mineral, VA               1-804-929-0471  Landscaping
