DANIA H. RUIZ

187 W Norman Lane                                                              
Wheeling IL, 60090                                                                            Cell   (847) 284 2909 dania.ruiz@gmail.com

SUMMARY:
· Good team player, efficient, and responsible
· Lean Black Belt certified
· 4 years of experience working in a manufacturing environment
· Quick learner who easily learns new responsibilities
· 5 years of experience working in a variety of office settings

OFFICE SUPPORT SKILLS:
General Office
-Typing                                    -Bilingual in Spanish and English         -Inventory controls
-Filing                                      -Record keeping                                     -Distributing mail                     -Ability to Multi-task

Technical Skills
MS Office (Word, PowerPoint, Excel, Access and Outlook), Internet skills

EMPLOYMENT HISTORY

REXAM                                                                             April 2007-Feb. 2011
Continuous Improvement Tech- focused on improving the outcomes of various processes within the company and recommending ways to improve efficiency, reduce cost or increase customer satisfaction Inventory Control Clerk- Shift cards entry, warehouse, production and assembly inventory control.

CEMEX						        March 2005 – July 2005
		Construrama Department - Sales, customer service.

 Pico de Gallo Mexican Restaurant			        May 2001 – October 2001
Assistant Manager – Responsible for opening and closing duties.  Managed the “front” of the restaurant, duties included supervising waiters and bartenders, cash handling and accounting responsibilities.

Courtesy Corp.					         Jan. 1999 – July 2000
[bookmark: _GoBack]Inventory Control Department –Machine operator, Shift cards entry, warehouse, production and assembly inventory control.
               
EDUCATION
Majored in International Relations
Universidad Autonoma de Tamaulipas, Tamaulipas, Mexico.
2000-2004 

