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Over 10+ years of providing exceptional customer service Organized and 
experienced in performing various administrative duties. Highly detailed and able 
to multi-task multiple duties at once Resourceful in problem solving.

MAY 2002 – AUGUST 2002
ASSOCIATE RUNNER - ABC CORPORATION

 Load vehicles with listed goods, ensuring goods are loaded correctly and taking 
precautions with hazardous goods.

 Unload and sort items collected along delivery routes.
 Receive messages or materials to be delivered, and information on recipients, 

such as names, addresses, telephone numbers, and delivery instructions, 
communicated via telephone, two-way radio, or in person.

 Record information, such as items received and delivered and recipients 
responses to messages.

 Call by telephone in order to deliver verbal messages.
 Perform general office or clerical work such as filing materials, operating 

duplicating machines, or running errands.
 Collect, seal, and stamp outgoing mail, using postage meters and envelope 

sealers.

1999 – 2002
RUNNER - ABC CORPORATION

 Stock cable boxes after taking them out of boxes on a cart containing 99 at a 
time, then I would roll them into the testing room to be tested.

 After tested the one that doesnt work would be place on a pallet when full it 
would then be wrap and sent out on a truck wherever it is they take them.

 This would be done daily until we meet our number for that day.
 While we brought the number up upon other warehouses.
 We were ranked number 5 and before leaving we were at the number 1 spot.
 Skills Used I did basically everything I was told.
 Have learned how to scan and test the cable boxes with the testing machine.

EDUCATION

certification in nursing - (Fairmont Community and Technical College - Fairmont, 
WV)
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SKILLS

Administrative Assistant, Employee Supervision, Self-Motivated, Computer Skills, 
Phone Skills, Organizational Skills, Creativity.
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