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As a versatile and experienced professional, looking for a role in which one can 
leverage strengths by becoming an integral part of a strong team. 

EXPERIENCE

Order Management Specialist-Clerk
ABC Corporation - NOVEMBER 2008 – MAY 2010

 Processed exceptions and customer service requests from other 
departments and business units in an appropriate manner.

 Contacted and follow up with customers to resolve billing issues.
 Negotiated concessions with customers using company supported 

means to reach a mutually satisfactory resolution with the customer 
keeping all 3 stakeholders in mind.

 Acted as the point-of-contact for other departments and business 
units for resolution of billing situations.

 Identified recurring problems and provide input for a possible 
resolution to prevent future re-occurrence.

 Responsible for the manufacturing plant reaching its top-line schedule
and meeting quarterly end revenue.

 Implements improved process flows, newly create or restructures pre-
existing reports, trains employees to streamline universal job 
functions.

Order Management Specialist 
ABC Corporation - 2005 – 2008

 Supported tailored automated fulfillment processes.
 Captured demand from multiple channels and applications, such as 

EDI SAP and Logman.
 Fostered a unified, integrated team environment among all business 

units involved including supply chain, distribution centers, plants, 
logistics, sales, and food brokers.

 Promoted to CRP Analyst and utilized this streamlined approach to 
inventory management and order fulfillment.

 Collaborated between sales, supply chain, food brokers and the 
buyers of multiple national accounts to execute timely fulfillment of 
turn inventory, ad merchandise, and promotion items for the Clorox 
items portfolio.

 Acted as a liaison with the EDI Group, brokers and IT dept to create 
trouble tickets for any discrepancies in the transmission of EDI data 
from the customer or broker to the Clorox systems.

 Processed monthly turn inventory reports ensuring service levels 
were imported from month to month and year-end.
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EDUCATION

 Risk Management - 2000(George Washington University - Richmond, VA)

SKILLS

SAP, Microsoft Office, Excellent Interpersonal & Communication Skills.
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