
9806 HAYES AVENUE, SANDUSKY OH
419-359-2195, 419-559-6575
ANGELMYKID@AOL.COM

PAMELA L. WALKER
OBJECTIVE
A full time position which utilizes both past employment and education.

WORK OF EXPERIENCE

4/08-Present  Breckenridge Paper and Packaging- Sandusky OH
Sales Assistant/Customer Service
 	Prepare quotes, enter customer orders, check pricing, availability and   	shipment criteria.  Use problem solving skills to get the customers their 	products as/when needed.  Help customers determine the products 	needed by contacting vendors.  Work in Excel, Word, Outlook and 	Company System as required .Promoted from customer service position.
[bookmark: _GoBack]	Schedule Receiving appointments, prepare routes for Michigan delivery 	Drivers

4/06-3/07 Allied Air - Bellevue OH
Receptionist
 	Answered 200-400 phone calls daily, helped prepare mass mail shipment to 	customers and associates, prepared database for sales department, prepared 	lay off notices as factory was closing, minor HR duties

10/00-3/06 Penske Logistics - Clyde Ohio
Office Manager 
	Prepared Payroll reports for 100-200 hourly and salaried personnel, 	conducted new hire orientation, prepared UPS and Canadian Custom 	paperwork, coded Accounts Payables worked in SAP and LMS, created 	reports for location managers, ordered office supplies and did most of 	purchasing duties for RDC and FDC facilities.  Other duties as needed.
     Including fill in as dispatcher for the RDC

		         4/07-10/00 Universal Clay Products - Sandusky OH
		         Shipping Supervisor
			Supervised 10-12 employees to ensure proper firing and packing of 
			product to ensure shipment arrival in good condition, inventory control of 				both raw materials and product, preparation of shipments and paperwork.		
   
EDUCATION

Sandusky Career  Center Sandusky OH
Medical Coding/Billing Certification 

Lorain Business College    Sandusky OH
MicroComputer Administration
    Course of studies included computer programming and business    	administration

REFERENCES
Furnished upon request.

