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A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a
considerable amount of knowledge regarding administrative and office procedures. A
quick learner who can absorb new ideas and is experienced in coordinating, planning
and organizing a wide range of administrative activities. Well organized and an 
excellent team player with a proven ability to work proactively in a complex and busy
office environment. 

EXPERIENCE

Production Scheduler/Materials Planner
ABC Corporation - MARCH 2006 – DECEMBER 2014

 Conferred with establishment personnel, vendors, and customers to 
coordinate production or shipping activities and to resolve complaints
or eliminate delays.

 Record production data, including volume produced consumption of 
raw materials, or quality control measures in database.

 Maintain inventories of materials and supplies necessary to meet 
production demands.

 Calculated figures, such as required amounts of labor or materials, 
manufacturing costs, or wages, using pricing schedules, adding 
machines, calculators, or computers.

 Distribute production schedules for work orders to departments.
 Contacted suppliers to verify shipment details.
 Planned production commitments or timetables for business units, 

specific programs, or jobs, using sales forecast.

Production Scheduler 
ABC Corporation - 2005 – 2006

 Checked product inventories to ensure on-time production of 
customer orders.

 Create reports to track and manage inventory levels.
 Reviewed product order requests with management to align with 

budget requirements.
 Completed paperwork to comply with military policies and procedures

on all work orders.
 Worked with the sales team on a daily basis to review open work 

orders and meet delivery schedules.
 Worked with team members to create informative Excel order 

tracking reports.
 Inventory/Production Control.
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EDUCATION

 High School Diploma - (HARDBARGER JR. COLLEGE - Raleigh, NC)

SKILLS

Microsoft Office, 10-Key, Visual Manufacturing Software.
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