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	QUALIFICATIONS PROFILE
	


Self-starter, quick-learner, and a motivated professional with leadership ability. Acknowledged for the ability to spearhead new challenges and keeping department cost down.  Paving the way for stronger and more qualified employees. Identifying, evaluating, and resolve employee relations within the company to facilitate communication and improve employees’ work performances. Detail-oriented with proven effectiveness in multitasking within competitive, high-impact, and fast-paced environment while juggling multiple priorities simultaneously.
	
	CORE COMPETENCIES
	


	· Certified for Forklift 
	· Certified in Production

	· Certified for Pallet Jack 
· Certified for CPR 
	· Management Training Strategic Planning
· Certified in First Aid t 




	
	EDUCATION
	


Northwestern University ( College, Evanston Il, (1993)
Montebello High School ( High School, CO (1991)
	
	SUMMARY OF EXPERIENCE
	


Warehouse Management
· Planned and conducted group and individual training programs spanning a wide range of operational and specific job duties. 

· Wrote and launched training materials, such as training handbooks, and demonstration models.  

· Advised improvements to policies and procedures.  

· Directly administered methodological, accurate, reliable, and timely information to designated staff as necessary. 

· Coordinated and participated in the hiring procedures effort for the warehouse.  

· Provided high level of support in supervising contract workers. 
· Successfully completed daily log data sheets on daily operation numbers.  

Technical Support
· Assumed responsibility for inputting product from customers  
· Effectively analyze discrepancy reports and track shipping errors.  
· Diligently managed accurate service delivery system for all customers to recover outstanding accounts.  
· Implemented corrective actions to efficiently resolve issues and realign orders through different systems. 
· Troubleshoot F1 scanner accuracy. 
· Tracked daily records and details of customer’s transaction through opening tickets in different trouble ticketing systems. 

· Thoroughly observed and monitored submitter orders to assure that firm orders confirmation were distributed in a timely manner, as well as to determine order proposals within regulated time frames and transmit as necessary. 

· Prepared and carried mislead and delivered to customer in a timely fashion.  

Customer Service and Relations

· Regularly interacted with drivers to provide information in response to inquiries about services as well as to address and resolve complaints in a timely manner.
· Built and cultivated long-term quality relationships with customers to provide total satisfaction.
· Served as key point of contact for overall loading mistakes and relevant matters.

· Ability to multitask with a high degree of accuracy.
· Strong communication and negotiation skills.

· Ability to tactfully handle stressful and difficult situation will dealing with personal and confidential information.
	
	EMPLOYMENT HISTORY
	

	United Stationers Shipping Company ( Denver, CO  

Mail sorter 
	2011- Present



	Colorado Supply Chain Service  ( Denver, CO  

Cross trained for production assistant  manager 
Warehouse supervisor
Warehouse team member
	2004- 2011
2011
2005-2011
2004-2005


	Iron Mountain ( Centennial , CO  
	2002-2004

	Route Pro Driver
	


	Integrated Airlines  ( Denver, CO
	1999-2002

	Ramp supervisor
ramp agent / ramp driver
	2001-2002
1999-2001


	
	AFFILIATIONS
	


Adult Ambassador for Juvenile Diabetes Research Foundation (JDRF) 

High School Football Coach (Regis Jesuit High School) 
	
	TECHNICAL PROFICIENCIES
	


Microsoft Office Suite (Excel, PowerPoint, and Word) | Data Entry by touch| Leadership for Technical Professional Software: Windows XP
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