Krzysztof (Chris) Stoch
1703 S. Blackhawk Way # A
Aurora, CO 80012
Phone: 720.261.9322

Email: kstoch@comcast.net

____________________________________________________________________________________________________________
February 9, 2012
To Whom It May Concern:

I am replying to a posting for the position of assembly/packager at your company. I know that my resume doesn't show the exact  skills and experience for position I am applying for, but I am confident that I can full fill the needs for this job efficiently and properly. I have some experience in packaging and assembly in the past. I have worked for Wonder Bread (Hostes Cake) in Denver on the production and packaging line and as an assembly worker for storm windows factory. 
For the past 19 years I have worked for Weather Guard Building Products. When I first started, I was the Inventory Controller responsible for processing work orders and keeping proper inventory.  Throughout the years, I also became responsible for billing and receiving.  As someone who was with the company from the beginning, colleagues often came to me for help if questions arose. I am very detail oriented and am able to multitask. I am confident that I would be a strong asset to your company as I work hard and take great pride in my work.     

I am attaching my resume for your review. I can best be reached via phone or email.  Please let me know if you need any additional information.  I look forward to hearing from you.

Sincerely, 

Krzysztof (Chris) Stoch

RELEVANT WORK EXPERIENCE:
Weather Guard Building Products; Denver, CO
February 1990-July 2009

· Billing

· Collecting all customer orders (pick ticket)
· Auditing shipped entry based on a report to be invoiced and sending to correction if needed
· Printing invoices
· Posting invoices to accounting software 
· Creating gross profit reports

· Sending reports to accounting and corporate staff
· Matching pick tickets with invoices
· Mailing or faxes all invoices
· Scanning matching document into Cabinet NG
· Receiving

· Collecting all receiving paperwork
· Attaching receiving paperwork to corresponding purchase order
· Entering purchased items into the computer
· Printing receiving report
· Work orders processing 

· Collecting all work orders
· Processing all material and labor transactions
· Investigating and resolving any discrepancies

· Receiving produced items into the system and closing work orders
· Scanning daily work orders into Cabinet NG
· Other duties
· IBT (intercompany transfers), A/P (cover when necessary) 
· Preparing reports for physical inventory and reconciling
· Cycle counting, yearend inventory counting
· Generating various reports and assisting with month and year end closing
· Compiling costs where data is not readily available

· Checking for and making adjustments in the computer for irregularities and discrepancies in the inventory balance or costing
· Assigning proper codes and classifications for new items to the inventory, adjusting balances and costs as required

· Creating Bill of Material for new items and rolling current cost to standard cost
· Writing work orders/production procedures
· Assisting with designing of new labels for the company
· Helping and resolving issues and discrepancies interdepartmentally 
COMPUTER SKILLS:

· Strong 10 key entry 
· Strong in Microsoft Excel 
· Proficient in Microsoft Word and Outlook
· Knowledge of SyteLine, Visual, Crystal Report, Quicken, QuickBooks, Photoshop, Wasps and others
ADDITIONAL SKILLS:

· Speaks, reads and writes English and Polish

· Great attention to detail

· Hard worker and quick learner
· Knowledge of warehouse and  manufacturing procedures

· Ability to work individually and in group

