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Seeking a position in an office environment, where there is a need for a variety of 
office management tasks including - computer knowledge, organizational abilities, 
business intelligence and database program use. I am a team-player and would like 
to be in a people-oriented organization where I can maximize my customer-service 
experience in a challenging environment to achieve the corporate goals.

EXPERIENCE

Shipping Expeditor Team Lead
ABC Corporation - SEPTEMBER 1995 – APRIL 1998

 Coordinate with internal and external teams and departments to 
define requirements for meeting job schedules.

 Organized and distributed document control for all project materials 
procured.

 Ensure quality control in accordance with company and project 
defined standards for materials.

 Acted as the liaison between Clients suppliers, field inventory, sales, 
and branch operations on order fulfilment needs.

 Managed daily order inquiries and communicate with suppliers, 
DC/branches, and branch-based personnel to establish and maintain 
purchase orders.

 Maintain records on actions taken to manage those requests.
 Skills Used Able to maintain a professional attitude at all times, 

particularly when dealing with people in complex and stressful 
situations and exhibit a strong sense of urgency.

Expeditor 
ABC Corporation - 1991 – 1995

 Utilized time management in a fast-paced work environment, assisted
in final preparation, and checked all orders for accuracy, presentation 
and temperature prior to delivery in a 380+ seat restaurant.

 Effectively communicated with kitchen staff regarding regular orders, 
guest allergies, special requests, remakes, complaints, and mistakes 
to ensure plates served with correct priority.

 Certified in proper food handling and safety procedures, with regular 
attendance to responsible vending for alcohol courses.

 Supported kitchen staff in multiple positions when needed to ensure 
quick ticket times.

 Completed any role or position in restaurant when needed including 
server, busser, host, bar back, and bartender.

 Inspected the premises according to quality and sanitation standards.
 Personally coached and trained over 60 new hires, managers, servers,

and bartenders to understand expo window procedures and protocol..
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EDUCATION



SKILLS

Microsoft Excel/Word/Power Point, Peoplesoft, Supply Chain Management 
Experience., Proficient Skills In Microsoft Office Suite, Good Documentation And 
Information Archiving Practices.
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