Michael James
17601 Wayforest Dr. Apt 43
Houston, TX. 77060
                                                              Cell: 832-659-4447
jamesmichaela77@yahoo.com


OBJECTIVE
· Seeking an opportunity to add value by contributing my experience and knowledge while seeking avenues to grow professionally



EXPERIENCE

Ikon Office Solutions, Houston, TX.

Inventory Control Specialist, May 2011- Present 
· Maintain acceptable and accurate inventory levels
· Responsible for reporting shortages, overages, and all inventory monthly for replenishment
· Responsible for classifying, labeling and warehousing all inventory for future use
· Maintain records for all transfers
· Tracking of all shipments, bill of landing and maintaining daily reports
· Inventory cycle counts and data entry of inventory location in the warehouse
· Oracle E-Business Suite R12, to track inventory movement within the warehouse, to research inventory shortages and overages , cycle counts, track deliveries . 
· Microsoft Word & Microsoft Excel to create spreadsheets, labels and write reports for inventory discrepancies.
 RR Donnelley & Sons Co., Houston, TX
Inventory Control Specialist, March 2010-April 2011
· Maintain acceptable and accurate inventory levels
· Responsible for reporting shortages, overages, and all inventory monthly for replenishment
· Responsible for classifying, labeling and warehousing all inventory for future use
· Maintain records for all transfers
· Tracking of all shipments, bill of landing and maintaining daily reports
· Inventory cycle counts and data entry of inventory location in the warehouse
· Reconcile and adjust inventory issues 
· Forklift Certified 
Hewlett-Packard Computers, Houston, TX
Logistic/ Material Handler, Oct 2009-Apr 2010

· Provided support to the shipping and receiving teams
· Assured all daily/monthly goals were met
· Report daily cost and efficiencies
· Transfer of materials to appropriate location
Elpaso Energy, Houston, TX
Mailroom Clerk-Contractor, Jun 2008-July 2009

· Process outgoing U. S. Mail, inter-office mail, and deliveries.
· Weigh mail, determine proper postage, stamp using postage meter, and place into mail drop.
· Sort and package all inter-company mail for delivery.
· Code overnight express packages and parcel shipments.
· Sort and prepare mail outs for delivery.
· Monitor mail postage equipment; ensure that an adequate postage surplus exists.
· File claims for lost or damaged shipments.
· Process incoming U. S. Mail, inter-office mail, and deliveries.
· Sort items for delivery.
· Scan arriving parcels into Arrival System on mail machine for accurate in-house tracking.
· Deliver items to offices in the corporate office building.


EDUCATION

Louisiana Technical College, Lafayette, LA
Associate- Industrial Electronic Technician, May 1997

Med Vance Medical Institute, Houston, Tx
Medical Coding Specialist, July 2008

San Jacinto College, Houston, TX

Desktop Support and Microsoft Network 

Administration Specialty
