	Nancy Un
54 Wheeler Ave
Cranston, RI 02905
(401) 256 - 8485
nancyun@ymail.com

	Objective

	
	
Seeking an entry level position with a company that will allow me to fully utilize my physical capabilities in addition to communication, organizational, and problem solving skills. 


	Summary of skills

	




	
High ethical standards 
A good team player
Highly motivated
Able to multitask 
Hard working and reliable 
Efficient accounting skills 
Data entry skills
Ability to prioritize task
Ability to lift 30+ lbs
Computer: Microsoft Word, Microsoft Excel, PowerPoint, Adobe Photoshop


	Education

	
	
Cranston High School East – Diploma (2007 – 2011) 


	Work experience

	
	
Smartpak Equine 
March 2011 – June 2012

Position – Shipping & Order Picker 

· Receive and prepare shipping documents 
· Follow manufacturer’s instructions
· Scanning order sheets and bar codes
· Wrapping and packaging merchandise
· Complete inventory transactions to receive and issue inventory as required 
· Pulls product from warehouse for shipment
· Processing purchased orders and receipts 
· Labeling products and shipped items
· Record shortages and eliminate damaged merchandise 
· Weigh any order that require such handling when necessary
· Proceed outbound shipments for UPS  
· Keeping station organized and clean


Fashion Accessories First
July – September 2012

[bookmark: _GoBack]Position – Order picker and Scanner 

· Picking purchased orders
· Processing manufacturer’s instructions
· Properly identify and locate all parts according to established procedures
· Completing production work sheets
· Replace missing items 
· Scanning purchased items and order sheets
· Packaging picked items for shipping
· Assemble various type of merchandise for shipment
· Marks materials with identifying information


Wildtree Herbs Inc.
(Seasonal)October – December 2012

Position – Labor 

· Receive and process picking instructions
· Assembles customer orders from stock 
· Insert product into containers
· Verify measurement and weight 
· Shrink wrapping materials 
· Packaging for shipment 
· Labeling and scanning bar codes
· Attach identifying information and delivery instructions on containers
· Sort and store items according to established procedures
· Wraps order on pallet for shipment 
· Loads and unloads shipments and pallets
· Keep station clean and safe working environment by complying with rules and procedures



        
       Alcor Scientific Inc.
        December 2012 – April 2013

        Position – Assembler

· Picking manufacture pick list 
· Assembles assigned product parts on assembly line
· Follow detailed production instructions
· Printing barcodes and production worksheets
· Assemble electronic components and secure parts in place
· Wears personal protective equipment in accordance with training guidelines
· Screwing and connecting wires 
· Install device into components
· Complete computer formatting bar codes
· Complete daily production logs
· Responsible for quality control
· Packing and shipping product for UPS 
· Maintain a clean, neat, and orderly work area

Harris Industries
May 2013 – July 2013

Position – Office Assistant 

· Follow detailed instructions
· Creates shipping documentation including bills of lading, shipping labels, and export paperwork
· Posts orders and shipping information daily using computer system
· Maintain shipment files
· Organizing and maintaining paperwork  
· Files documents and responsible for developing or modifying filing
· Handles requests and transactions 
· Database entry for sales orders and inventory
· Uses personal computer and a variety of office software applications


Tiffany&Co
September 2013 – December 2013

Position – Inventory Control Clerk

· Pick and receive production documents 
· Verifies stock record computations against physical count of stock
· Responsible for ensuring inventory production quality 
· Performed data entry duties and inventory control on all activities related to shipping and receiving
· Maintaining shipment files
· Inspects materials in storage locations to ensure that the materials are not damaged for issuance purposes 
· Verifies, checks discrepancies on stock quantities, packaging, quality and pricing
· Classifies, reviews and input data in the computer terminal according to price, manufacturers name, part number/model number 
· Performs other duties and responsibilities assigned
