Teresa Werber 
18954 E Hawaii Dr
Aurora, Co 80017 
Home: 303-283-0123

cocowerber@aol.com
EXPERIENCE

Aurora bank loans Temporay 

Processing  loan checks 

07/07  - 07/28 2012

Creative Touch Interior

2/2010- 8/2011

Order Processor

· Responsible for processing all material home builder.

· Ensured that color sheet is correct and the correct material order has been placed into SAP system.

· Prioritized tasks in order of importance field managers.

· Extended material not in the system.

· Generated reports on status of orders using Microsoft Excel spreadsheets.

· Send files to purchasing to be ordered,scanning,imaging of files and emailing clients

G4S Wackenhut

01/19/2009- 2/2010 

Administrative Assistant

· Distributed job applications to potential employees.

· Scheduled interviews using Microsoft Outlook.

· Responsible for Payroll distribution.

· Organized and put together personnel files of employees.

Scott System

8/13/2007 – 01/2009

Sales Assistant/Project Coordinator

· Prepared product sample kits.

· Utilized Microsoft Office programs to complete order tracking, job and delivery schedules.

· Managed project files.

· Responsible for entry of purchase orders and acknowledgment.

Creative Touch Interior

10/2004-2/2007

Coordinator Production Scheduling

· Expedited schedules to ensure that schedules for builders were met on time.

· Responsible for pulling daily reports for various departments within the production department.

· Checked Builders specs to ensure that correct product has been ordered.

Master Craft Cabinets Aurora CO 

6/2000-9/2004

Order processor  

· Processed all cabinet orders and verification to layout. 

· Entered orders into ERP system. 

· Responsible for collection of daily case counts.   

Kaiser Permanente

3/1999 - 3/2000  

Order Process Controller

· Processed and scanned medical claims for Colorado and Kansas.

· Negotiated service pricing for patients. 

Tharco

9/1996 - 3/1999  

Shipping processor

· Processed deliveries on SAP.

· Generated pick lists and load tags. 

· Responsible for scheduling and routing for next daily deliveries. 

· Generated daily back order reports. 

· Handled cash sale and will call orders. 

· Provided confirmation of deliveries. 

· Trainer on implementation of the SAP computer system.

EDUCATION     

Anoka VO_TECH,  Order processing Degree: 

Patrick Henry High, High School Diploma
SKILLS

SAP, ERP, Fox Pro, Access Act  10 Key AS400, Quick Books, Microsoft Office Customer Service and Logistics    Trainer Sap Software, Trainer ERP Software , UPS, FedEx

