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Summary

Over ten years of office administration and supervisor experience with an established e-commerce company. Position required strong organizational skills and multi-tasking in fast past manufacturing environment. 
Professional Experience

Hale Groves, Vero Beach, Florida – Department Supervisor
1994 – 2006

· Supervisor of distribution center for this $20 million catalog and e-commerce company
· Reported directly to Director of Operations with key interface to all departments
· Hired, trained and supervised a seasonal staff of ten
· Order process included invoicing, labeling and shipping using AS/400 database system
· Resolved all customer service issues for department with strong attention to customer satisfaction
· Maintained detailed inventory spreadsheet using Microsoft Excel
· Reconciled any vendor discrepancies and provided results to purchasing department
· Attended weekly production meetings to resolve administration issues
· Compiled monthly report of physical inventory count for accounting department
Hale Groves, Vero Beach, Florida – Retail store Supervisor
1991 – 1994

· Responsible for the day to day operations of company gift shop

· Supervised a staff of five, selling and maintaining inventory

· Responsible for opening and closing, cash handling with access to vault

· Promoted to Assistant Supervisor in distribution center

Professional Training 

•    Coaching Skills for Managers and Supervisors (Fred Pryor Seminars & Career Track) 1998 

•    Bargaining With Vendors and Suppliers (Padgett-Thompson Training Seminars) 1998

•    Basic Supervision (Padgett-Thompson Training Seminars) 1997

Special Skills
•    Experience with Microsoft Excel, Word and Outlook
•    Type 35 words per minute

•    Data entry tested at 5,545 keystrokes per hour, 99% accuracy
References Available Upon Request

