Theodore Coates, III
1022 Marcy Ave. Oxon Hill, Maryland 20745
202-905-1549
theo_tubby@yahoo.com
Professional Summary:  
Shipping Receiving Clerk with many yearsof experience and increased responsibilities that provide continuous understanding of warehouse operations. I possess a strong sense of organization, attention to detail, and ability to develop positive interpersonal relationships with vendors, warehouse staff, management and DC Department of Corrections.
Objective:
To gain employment with a company where my experience and knowledge can be utilized in an open environment with many opportunities for continuous growth.

Shipping/Receiving Clerk
Officer Clothing Issue Coordinator
[bookmark: _GoBack]IVANTIS/AECOM/ URS Corporation, Washington, DC
October 2010 –October 2017
Responsible for managing and operating the DOC Clothing Distribution Division
Responsible for Issuance of DOC Officer’s Clothing and equipment, inventory control, and reordering duties and ensuring accuracy of shipments
Reconciling Vendors Invoices for DOC
Enter data through the company LMS2 data system, keeping an accurate inventory, maintaining min\max levels and reorder items when needed.
Complying with the District Government’s procedures for properly disposing of Officer’s uniforms and equipment by accurately completing the Property Disposal Action (PDA)
Responsible for securing and keeping track of Officer’s badges, vest and the applicable shelf life of those items.
Competed knowledge of DOC Policies and Procedures, which is governing reference of the clothing issued.
Primary contact for DOC Officers, Administration, and vendors.
Responsible for running, cleaning, and securing the Clothing Issue Office.
Experience:
Responsible for dealing with shippers when merchandise was found to be damaged or lost.

Shipping/Receiving Clerk
RFID Technician
URS Corporation, Washington, DC 
March 2010 – October 2010
Operated the RFID (Radio Frequency Identification) for the Prison & Inmate Security Management System at the DC Department of Corrections Detention Facility (DC Jail)
Distributed, affixed, collected, and assembled RFID devices (PSD) to both Correctional Officers and inmates
Maintained accurate inventory and performed minor repairs on PSD devices.
Monitored, reported, cleared document alarms initiated on PSD devices

Shipping/Receiving Clerk
URS Corporation, Washington, DC
July 2009 – March 2010
Worked on-site at the DC Departments of Corrections Detention Center (DC Jail) in their warehouse.
Responsible for routine receiving and ordering for up to 3, 000 inmates and staff. 
Responsible for securing the parameter by making sure no contraband is present 
Was responsible for overseeing inmates on detail working for Support Services
Solved complex problems and issues within the warehouse
Work collectively with team to improve the day-to-day operations of Support Services

Order Filler
Canteen 
URS Corporation, Washington, DC 
July 2004 – July 2009
Supervised five employees and maintained the day-to-day operations
Responsible for filling shipping orders for goods from stored material in accordance with customer orders
Responsible for keeping records of outgoing orders 
Received and handled goods at other stages of the handling process 
Transported materials and/or supplies to other departments 
Received, unpacked, and checked arriving shipments
Data entries into stock record on the data system as required 
Responsible for examining stock to verify conformance to specifications 
Compiled reports on consumption of stock items, made adjustments to inventory counts and stock records, spoilage and/or damage to inventory, location changes, and refusal of shipments
Completed all documentation requirements as directed by customer

Education:
Diploma: Friendly High School, Fort Washington, Maryland - June 1991

Certifications:
National Association of Power Engineers Education Foundation, Falls Church, VA - June 1991
Successful completion of Low Pressure Boilers Requirements -60 Class hours 
Successful Completion of Basic Electricity Requirements- 30 Class hours 
Successful completion of two year Welding Program
Crossland High School Career and Technical Center, Temple Hills, MD - June 1991


Summary of Qualifications:
Vast experience in receiving and inspecting incoming products
Ability to determine appropriate appearance, weight, count of company products
Skilled in verifying receipt and shipment, picking ticket and packing list
Ability to communicate with all levels of command to exchange information
Knowledge of inventory of shipping materials and supplies
Ability to prepare bills of lading, invoices and shipping lists
Proficient in Microsoft Office Suite, Outlook, Internet and basic math
Excellent attention to detail, accuracy and problem solving

References available upon request.
