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To obtain a position within a growth oriented company that will enable me to fully 
utilize my skills, as well as learn new skills that will allow me to grow along with 
the company.

DECEMBER 1995 – OCTOBER 1996
NIGHT SUPERVISOR/AUDITOR - ABC CORPORATION

 Reported to Branch Manager of home delivery service for a national retail chain.
 Supervised and coordinated activities of Thirty drivers and driver helpers 

required to deliver and install appliance in a timely fashion.
 Maintained and verified accuracy of required deliver fleet records such as 

Mileage, Fuel, and Inspection Reports.
 Scheduled and assigned delivery routes for up to Three separate delivery 

terminals.
 Inspected physical condition of delivery fleet.
 Adjusted allotted services times to ensure that deliveries were made in 

scheduled time frames.
 Included resolving product and property damage claims.

1994 – 1995
NIGHT SUPERVISOR - ABC CORPORATION

 Responsible for the afternoon and nightly activities of the Prep Center, which is 
the Alarm Department, Detail Department, Vehicle Inventory, and Body Shop all
in one.

 Oversaw the operations of all four departments at once on a daily basis using 
acquired leadership skills from being given added responsibilities.

 In charge of entering the appropriate data to ensure payroll is completed, 
handed in on time, and the employees working under me are paid accordingly.

 Inspecting new vehicles as they are delivered to the three dealerships to ensure
they are not damaged and that they come with all of the items that are 
documented in their paperwork.

 Electronically log each and every new vehicle into the inventory system.
 Responsible for giving each salesman of the three dealerships access to the 

inventory system.
 Answering a high volume of calls to assist customers in making appointments 

and/or troubleshooting their alarm issue..
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EDUCATION

SKILLS

Microsoft Office.
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