
EXAR WILLIAMS
1601 N. Fraser Ct #102
Aurora Co, 80011
exar3120@yahoo.com
Cell# 720-380-3188
Home# 303-856-3059

OBJECTIVE

Seeking Employment with a growing company, that provides opportunities for advancement and the development of new skills.

EDUCATION

William Smith High School: Diploma

Pickens Technical School: Received Certificate for Computer Occupations

Community College of Aurora: Received Associates Degree, Majoring in Business Management, Minor in Computer Concepts of Business

HISTORY OF EMPLOYMENT

(2012- ) 
R&L (office clerk)
10key Data entry, Filling paper work, Scanning documents, Sorting paper work, working with system operations, Scheduling Appointments, Directing customers, Organizing fill cabinets, Balancing and recording checks/Cash for COD and Company processing, Running all cash reports and securing in safe secure area, Answering calls and transferring to prober associates      

(2008-2010)
Dillard's (Estee' Lauder Business Manager)
[bookmark: _GoBack]Managing 10 employees, Ordering Stock and Inventory for counter, Coaching and training new employees, Scheduling Appointments, Filling paper work for new and old clients, Net Working through internet and door to door advertisement, Up-Selling new products, Building Clientele, In Store Advertising, Outsourcing, Organizing events for counter promotions, Creating Employee Schedules, Recruiting, Tracking Sales and Setting Goals for Quota objectives, Researching new products and creativity for clients during make-up applications  

(2006-2007)
U.S Foods (Order Selector)
Pallet jack driving, Re-Stocking shelves, Loading Trucks in order of selected orders, Stacking Boxes, Pulling Orders for customers, Meeting Quota and Working in both dry and cold conditions, Meeting OSHA Safety Standards, Reporting and cleaning spills, Shrink wrapping pallets, Working with pulling system, Sorting all items based on priority and size  


(2005-2005)
United States Postal Service (Mail Lady) 
Driving postal vehicle, Navigating, Securing Mail, Committed to Safety of workers and customer, Walking in order to Delivering Mail House to House,  Taking outgoing Mail, Sorting mail before and after deliveries, Expediting orders in timely manner, Organizing mail, Creating address changes for new and old residents   

(2001-2002)
United States Postal Service (Mail Handler/Clerk)
Dumping Mail, Finding Damaged Mail, Working with a Power Jack, Working Heavy Machinery, Loading and Unloading Trucks, Packaging, Emptying Containers, Sorting mail by address or zip code, training new employees, cleaning and organizing work place

