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Objective: To secure a challenging position that will enable me to utilize 15 years of diversified experience in customer service. While allowing me to provide my excellent knowledge in administrative, business and people skills in a manner that will be beneficial to both the organization and myself while providing me with an opportunity for continued growth. 

Experience:
Toyota Motor Manufacture, Of WV                                    05/2012-Present



Administrative Assistant




Temp. Assignment

Buffalo, WV

Overall support to GR and ZR production lines.

· Maintain and update the GR Asa-Ichi Reports & ZR Asa-Ichi Reports. This report captures production rates and materials for the previous day. 
· Create Requisitions for GR & ZR team members. 
· Receive line times on purchase orders once work is complete and invoices are submitted. 
· Update and maintain Safety Concern Database for all the safety concern inputs for the day. 
· Update calendar with vacation Request for Assistant managers and managers.

· Maintain and update Expense Reports for Assistant Managers and Managers when they travel.  

· Keep track of all AM’s/Mgr. PCard purchases.
· Update GR and ZR Org. Chart when new team members are hired, transferred, 
· On-leave or terminated. 
· OA Chart Update

· Key Trainers Spread Sheet.
· Keep track of all mail for GR and ZR team members

Owens Corning





07/2009-5/2010 
HR/ Administrative Assistant 

Kearny, NJ

Overall Support to Roofing and Asphalt 
· Review, process and transmit weekly payroll for Roofing and Asphalt, run hours worked report, run weekly payroll report for Controller.

· Generate Shift schedules when needed, handle any issues with payroll-Kronos. Train Leaders and managers when necessary on daily Kronos use. Manage union issues, handle all new employment paperwork, schedule pre-employment & employee physicals, create system access for new employees-Network ID, Kronos, Email, etc., Maintain copiers throughout the plant (repairs, supplies & meter readings).

· Complete entries of Daily Dwell time report, Converter reports, STO’s, Posting goods inventory (PGI), Daily Production Confirmation, running Inventory report weekly, enter & file BOL’s, enter data shipment report for Lowe’s, Ordering & maintaining employees uniforms.

· Maintain employee’s files, maintain check stock, schedule monthly random drug and BAT testing, routing of W-4, Direct Deposit, and garnishment information to the responsible party for processing.

· Assist Hourly & Salary employees with day-to-day questions and issues. 

Owens Corning





08/2007 – 07/2009
Freight Associate

Charleston, WV

· Assisting with invoice processing as required. 
· Working in Freight Raters Error Resolution to determine causes of kick outs and following up to ensure necessary documentation and/or approvals were obtained to process, short pay, or decline payment.  
· Providing internal/external customer service, payment status, update partial payments and payment detail.  
· Created Requisitions for processing purchase orders, on PO’s that needed to be created by other team members.

· Researching to verify if invoices were previously paid, open invoices and/or balance dues.  
· Manually keying freight invoices for payment when invoices that were submitted failed in EDI.  
· Examining causes of errors and working with appropriate individual to eliminate future issues.  
· Providing support to all teams as needed.
· Trained new/other team members on the EDI program, Error resolution and freight payments

Owens Corning 





04/2004 – 08/2007

Procurement Associate

Charleston, WV  

Primary focus of this position is full range sourcing specialist support.

· Responsible for creation, management of purchase orders, GRNI reports (goods receipts not invoices), Kick outs, Request for quotes, vendor changes, and open PO reports to ensure all items are process and cleared monthly.  
· Created Requisitions for processing purchase orders, on PO’s that needed to be created by other team members.

· Negotiation with suppliers on pricing, ensuring acknowledgements, commercial data sheets, security agreements, insurance certificates and single source justifications were submitted when required.  
· Following-up on orders with the suppliers and/or plant contacts to ensure delivery of materials will be on time. 
· Maintained purchase order files with all supporting documentation.
Owens Corning





10/2001 – 04/2004

Process Integrity Team, Processor
Charleston, WV 

· Prepared documents for imaging (sorting by plant, document type).  
· Imaged invoices, A/R checks copies, POD’s, Contracts, W9’s, BOL’s, balance dues, service invoices, check req, wire payments, and utilities.  
· Entered all services GR’s within 24hrs of approval receipts. 
WV Workers Compensation




08/2000 – 10/2001

Claims Adjuster





Temp Assignment
Charleston, WV

· Provided customer service support to individuals that submitted claims for review.

· Contact doctors offices to make appointments for claimants.  
· Followed up with claimants to ensure all appointments were fulfilled.  Inputted general information into the system on claimants, Name, Address, Phone numbers, and type of claim submitted.  
· Requested additional documentation, Doctors visits, X-rays, and other information needed to request and/or file a Workers Compensation claim. 

Education:
University of Phoenix




September 2012-Present
Phoenix AZ—Online

Bachelor of Science with a concentration in Finance
West Virginia Junior College



 May 2006

Charleston, WV 

Associate Degree in Legal Assistant: 

College Courses: Accounting, Business Communications, Human Relations, Ethics, Effective Speaking, Real Estate Law, Family Law, Civil Law, Legal Research.
Skills:
Customer Services, Direct Care Counselor, Excellent Written/Verbal Communication, Detail Oriented, Administrative Organizational Abilities, SAP 3.1i knowledge, Microsoft Word 2003, 2007 & 2010,  Microsoft Outlook, Excel 2003, 2007, 2010, PowerPoint, Internet Savvy, Typing 45 WPM, 10,000 Keystroke, Time management and organizational management skills, Supervisory, processing, PeopleSoft 8.   

Reference Furnished Upon Request 
