Shanera A Taylor
5329 N. Gaines St
Davenport, IA 52806

Email:s_taylor1117@yahoo.com
Home: (563) - 940-5688 


Employment History
Clerk








05/2013-01/2014

Dohrn Transfer Company

John Deere Factory Services

Rock Island, Illinois

Responsibilities
I provided clerical support for John Deere Factory Services at Dohrn Transfer. Responsible for managing inventory management system corresponding to incoming and outgoing John Deere freight.  Clerical support included filing invoices and custom records, preparing correspondence internal and external.

Responsible for ensuring shippers were in compliance with John Deere’s daily shipping requirements. Assigned to assist in maintain automated inventory systems. Identified and resolved discrepancies corresponding to inventory reported to receive and actual inventory.

Provided guidance to shipper’s regarding changes in John Deere’s requirement as they impact shipping processes and procedures. Analyzed and provided guidance to shipper’s on most cost efficient methods of shipping. Contacted shippers relating to shortages and destination discrepancies.

Assigned billing clerk which included billing shipments to John Deere prior to delivery.  . Complied and managed billing documents. Billed shipments using and documenting listing details of freight including name of shipper, weight, destination and charges from bills of lading and shipper’s declaration

Assisted in maintaining and logging receipts, processing Bills of Lading, pack slips and other documents. Assisted in time keeping to prepare for payroll. Created monthly service report along with providing advice and guidance on ways to improve current operating procedures to meet John Deere’s monthly service requirements.

Responsible for ensuring accurate weight, destination and billing in inventory management system. Assigned to prepare paperwork including verifying documentation and packaging conformance to freight requirements. Identified and resolved cases of missing documents shipments and deliveries. Maintained electronic and manual filing system of Bills of Lading.

Program Assistant 





05/2011-10/2012
Department of Defense  

G3, Training and Programs Division

Rock Island Arsenal
References:

Timothy Karcher--G3, Training and Programs Supervisor; 309-782-4767

Timothy Fore--G3, Training and Programs Division Chief; 309-782-4707 



Responsibilities
 I provided administrative and clerical office automation support including word processing, mail preparation, copying, faxing, and distributing incoming correspondence, answering and distributing calls, maintaining records, receiving visitors and gathered data and prepared slides for briefings.
Administrative Assistant to Division Chief and Army COL. Assignments including maintain calendars using Microsoft Outlook, scheduling meetings, appointments, establishing; organizing and managing files, documents and records. Responsible for reserving conference and meeting rooms along with preparing written materials including emails and general correspondence.

Served as timekeeper for 65 employees using automated time and attendance system. Responsible for maintaining leave records and time and attendance records. Analyzed daily time and attendance records and verified timesheets before certification.

Program administrator for Total Employee Development (TED), training information management system. Tracked military and civilian personnel mandatory training records for over 100,000 employee. Created and managed personnel user accounts in training database. Assignments included building and managing training courses, inputting and retrieving course information, signing personnel up for mandatory training. Responsible for updating employees status in training courses including, complete, incomplete, and in progress. Handled discrepancies and correspondence related to training information management system.

Compiled and consolidated training records for review. Prepared AD-HOC and quarterly mandatory training status report for organization, using PowerPoint and Excel. Used data from training and information management system and spreadsheet software to enter, revise, sort and retrieve data pertaining to tracking military and civilian trainings. 

Stored and maintained personnel files including Notification of Personnel Actions (SF50).  Compiled and consolidated evaluations from Pre-Deployment Trainings into reports for final reviews. Assisted in preparing agendas and presentation materials for New Employee Orientations.

Supply Clerk






12/2008-05/2011
Department of Defense 

Small Arms Repair Evaluation Team (SARET)

Rock Island Arsenal 
Reference; Sandip Koshal-Logistics Mgmt Supervisor; 309-782-1537


Responsibilities
Inventory clerk for SARET (Small Arms Readiness Evaluation Team in the Mission Support Center.
Managed inventory control database system. Responsible for all data entry for incoming and outgoing weapon, optic and mortar supply

Managed monthly audits including generating inventory audit paperwork , compiling and consolidating audit variance reports for review and maintaining electronic and hard copies or reports.

Handled all correspondence related to inventory database system including supply request, discrepancies within the database, backorder and overstock. 

Responsible for creating and maintaining serial number logs for all optics and laser inventory.

Handled the scheduling of shipments both National and International including scheduling pickups and determining best method of shipment including road, plane, train or boat. Other shipping duties included packaging, printing shipping labels and loading trailers using forklifts.


Education

Western Illinois University


Expected Graduation January 2015
Major: Business Management/Finance

Moline, IL

GPA: 3.76

Scott Community College                                 Completed July 2012 
Associate in Arts
Business Administration 
Bettendorf, IA

North High School-June 2008 
Diploma


