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· Highly developed process implementation skills, responsible for review, analysis and execution of educational and developmental programs.
· Organizes and manages many tasks and priorities simultaneously, promotes teamwork and a spirit of cooperation, and coordinates systems and operations to facilitate the successful accomplishment of critical goals.
· Extremely focused, flexible, positive and outgoing; strong interpersonal, communication, and motivating skills; outstanding capacity to listen to and understand another’s point of view and to design, direct, and implement  programs to facilitate growth.

TECHNICAL SUMMARY 

MS Office (Word, Excel, Access, Publisher, PowerPoint, Outlook) ●  Adobe Acrobat ●  Adobe Illustrator ●   AutoCAD ●   SAP- Office Machines (PCs, Fax, Copiers, Printers, Scanners, and Mailing Systems) ●   Customer service skills ●   Cash Handling 

PROFESSIONAL EXPERIENCE


T.S. DISTRIBUTORS, Houston, Texas

Order Fulfillment Specialist, 2012-Present	
· Order fulfillment, Inventory management, Certified Forklift operator

YMCA HOUSTON TROTTER, Houston, Texas
 
Youth Interactive Teen Camp Counselor, 2011-2012	
· Provided a climate of Excitement, Education and Personal Growth Development, Active Environment, Organization, Supervision, Administration And Evaluation of Program Strategies for 10-15 years old

HOUSTON ISD,  Houston, Texas

Teacher’s Assistance/Librarian, 2005- 2011
· Supervision and monitoring of in-class activities of students. 
· Taught students basic computer skills and use of Microsoft Window applications (Word, Excel, etc.) 
· Assisted with the coordination of after-school sports program in collaboration with the Boys & Girls club of America teaching the basic fundamentals of various sports
· Day to day communication and coordination of technology issue resolution with district  IT department
· Managing the distribution, auditing, shipping and inventory of textbooks for school campus, counter sales, operate a forklift
 
W.W. GRAINGER,  Houston, Texas

Warehouse Associate, 2004-2005	
· Worked as an integral member of store expansion team. Responsible for bringing about an integrated solution for the set-up branding and marketing for new locations. 
· Maintaining accurate inventory levels as well as front counter sales. 
· Stocking, maintenance, and shipping of materials to customer.
· Assisted with customer’s orders and the maintaining of the warehouse.

EDUCATION 
Completed 20 hours towards Business Degree, Houston Community College
Completed 40 hours towards Mechanical Engineering Degree, Prairie View A&M University
