Shanta Gibson-Morris
Austin, TX 78728 


Willing to relocate: Anywhere
Authorized to work in the US for any employer

Work Experience

Inventory Control Manager Randall's-Safeway - Austin, TX September 2017 to Present
Responsible for auditing incoming deliveries from vendors counting inventory of vendor back stock ordering supplies for the store making sure the dollar amount of purchase is equal to that on the payment processing. Ensuring the warehouse is always ready to receive incoming trucks
Co-Owner/Manager Rain's Hair and Fashion October 2014 to Present
· Handled vendor relationships
· Payables/Receivables
· Inventory
· All areas of administrative work including data entry, expense reports and file organization
· Customer service and sales

Technical Support Conduent - Austin, TX Present
Provide technical support to incoming calls regarding their computer devices troubleshoot the issues schedule service for Support if not able to resolve the issues with customers over the line
Floor Management Representative
VXI Global
January 2014 to October 2014
· Customer Service
· Coaching and training for phone representatives
· Scheduled and confirmed appointments

· File management and data entry
· Dispute resolution

Office Manager
Quality Discount Inc November 2011 to June 2014
· Human Resource responsibilities including hiring and termination of employees
· Scheduling and calendar management
· Tax returns and communicating with IRS to resolve issues
· Quality control
· Customer Service and dispute resolution
· Payroll, bank relations and check processing
· Vendor relationship management
· Sales

Education

South university in Business
Richmond Heights, OH 2014 to 2018
High School Diploma
Collinwood High School

Skills

· Inventory Control
· Inventory Management
· Shipping Receiving
· Warehouse Inventory
· Tax Experience
· Calendar Management
· Relationship Management
· Personal Assistant Experience
· Human Resources
· Office Management
· Customer Relationship Management
· Technical Support
· Management
· Payroll
· Quality Control
· Accounts Payable
· Administrative Experience
· Employee Orientation

Certifications and Licenses

Driver's License

Additional Information

I also have a background in nursing. I began my work history in the nursing field and i spent the better part of close to near ten years in nursing. I also attended College during that time and studied Medical Assisting.
