VANESSA L. (HOPKINS) GALICA  
4 Allen Street Palmer, MA 01069 VGalica@Live.com 413- 330-0781 (c)  
 
[bookmark: _GoBack]OBJECTIVE: To achieve a position that will allow me to utilize my skills I have obtained and let me maximize my inter-personal skills for continued growth.  
 
PROFESSIONAL EXPERIENCE:

Expert Staffing, Schott										7/2017-present
Assembler, Inspection
Assemble parts following blue print specifications. Inspection of parts following blue print specfications.

Aerotek, TTM Technologies								   	           2/2017-6/2017
Machine Operator
Running a CNC machine which drill holes in circuit boards.
 
Elite Logistic Services, Pelican Plastics                                   					           5/2016 -2-2012  
Assembler  
Assembly in both A-Line/Coolers using various tools at numerous stations to complete a finished product.  
 
Integrity Staffing, Amazon Warehouse Facility                                 				         10/2015-5/2016  
Inbound & Outbound  
Down stacking pallets and wrapping pallets, also pallet counts and receiving. Scanning, picking and packing correct items for shipping. Loading trucks.  
 
FedEx Ground                                      								           12/12-10/2015  
Part time Package Handler  
Scan and sort various packages for delivery. Unload & loading of packages.  
 
OC White Inc.                                    								        7/2014- 10/2015  
Assembler, Shipping and Receiving  
Assemble Led/UV magnification lights. Assist in the final inspection and packaging of products and the processing of shipping thru FedEx or UPS.  
 
Balance Staffing, Polymer Corporation                                        				           6/2013-7/2014  
Finishing Department  
Touch up camouflage on dipped gun stocks. Occasional backup when needed in other areas as well running machines when needed to cover breaks and lunches.  
 
KNF&T Staffing Resources, Comm. of MA – Dept. of Transitional Asst.                       		       11/2012-12/2012  
Various assignments  
Various administrative assignments as requested through customer which include pulling files and filing.  
 
Career Group Staffing, EbTec Corporation                              					           5/2012-9/2012  
Various assignments  
Various administrative assignments as requested through customer including front reception work, greeting visitors and answering phones. Process the daily outgoing mail, sorting incoming mail. Supporting human resources with various duties such as supplies and copying. Working in Gold Mine creating “quotes” for bids to customers which were faxed or emailed when completed.  
 



UHealthSolutions / Public Sector Partners, Commonwealth Medicine                                                 1/2003-4/2012  
Receptionist  
Daily operation in Microsoft Outlook. Organizing all calendar requests for conference rooms and daily booking of our laptops and projectors. Greeting incoming visitors or vendors, data entry in both Excel and Word, assist building manager on building related issues and various other assignments  
 
Manpower Inc                                             							         11/2002-5/2003  
Various assignments  
Various administrative assignments as requested through temp agency.  
 
Resource Connection, Department Of Fire Services                           				         9/2001-10/2002  
Word Processor  
Maintain Access database for recruits critical scores, maintain recruit files, assist with graduation and fill in at switchboard. Other various duties as requested.  
 
EDUCATION:  
Pathfinder Regional Voc/Tech High School 1984  
Fred Pryor Seminars  
How to Supervise People  
How to Manage Stress  
American Management Association  
Step-by-Step Guide to Supervising Employees  
How to Deal with Unacceptable Employee Behavior  
Concord Continuing Education  
Lotus 1,2,3  
 
SPECIAL PROJECT/COMMUNITY INVOLVEMENT:  
Walk to Cure Cancer - Commonwealth Medicine/Public Sector Partners  
Toys for Tots - Commonwealth Medicine/Public Sector Partners  
Junior Achievement Program - Grappone Companies  
Kids Care Clinic - Grappone Ford  
Grappone Blood Drive  
Grappone Childrens’ Christmas Party  
Customer Greeter - Direct Mail Programs - Grappone Companies  

ACHIEVMENTS/AWARDS:  
FedEx Employee of the Month  
 
 
References available upon request  

