
Production lead Assistant

ROBERT SMITH

Phone: (123) 456 78 99 
Email: info@qwikresume.com

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

High-energetic, confident individual who enjoys using my infectious enthusiasm to contribute 
what is needed for a successful team. With a background in medical sales I believe that my 
friendly personality will enable to establish long-term, fruitful relationships with clients, co-workers
and outside resources.

Skills

Bilingual, Microsoft Office.

Work Experience

Production lead Assistant
ABC Corporation  September 2010 – April 2012 
 Operated photocopy, binding and other auxiliary equipment.
 Performed administrative duties, including bidding, ordering supplies and inventory control.
 Followed instructions of supervisors and assisted other team members in performing center 

functions.
 Assisted team members in goal setting and skill development.
 Provided customer service by determining appropriate shipping methods, informing 

customers of company products, services, routes and rates.
 Maintained logs of all incoming and outgoing parcels, prepared parcels for pickup by delivery 

drivers.
 Ensured quality customer service was given to customers by providing packaging services.

Production Lead
Spencer's Gifts  2005 – 2010 
 Met/exceeded production goals.
 Implemented strategies that enhanced overall production output.
 Groomed associates to be a favored commodity for the company.
 Consulted with cycle counters when there was product misplacement and confirmed all back 

orders.
 Delegated and assisted in other departments when and where necessary.
 Maintained quality standards (i.e.
 SKU and location verification as well as label assignment completion)..

Education

N/A in Criminology - 2006(Katherine Gibbs - New York, NY)
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