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LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Shipping Administrator is Actively monitoring the company's inventory levels to ensure that items 
are always in stock, Handling returns and process refunds as necessary, Completing any 
necessary filing as required by law, Tracking inventory levels to make sure that we never run out 
of popular items.

SKILLS

Strategic Planning, Organisational Abilities Coupled.

WORK EXPERIENCE

Shipping Administrator
ABC Corporation  March 2009 – February 2012 
 Proven tracked record in routing of shipments to customers with minimal mistakes.
 Detailed oriented, organizational skills and ability to control large volume of incoming and 

outgoing freight.
 Maintained records of all goods shipped.
 Prepared shipping documents and ensured that orders have been filled correctly.
 Organized daily routes for company driver and scheduled customer loads; interact with 

customers and carriers to schedule pickups.
 Maintained and sent daily reports and inventories to sales and customer service departments.
 Responsible for paperwork and processing of shipping and receiving commercial signs.

Shipping Administrator
Delta Corporation  2007 – 2009 
 Kept a log of all contracts.
 Full clerical duties for the shipping department.
 Shipping product creating BOLs inventory control.
 Prepare documentation;examine contents;verify invoices and accuracy of inbound and 

outbound shipment.
 Determine shipping method and quotes rates for suppliers.
 Kentucky New Flyer of America Preparing shipping documents for domestic &amp; 

international outbound freight.
 Overseeing the daily shipping teams and directives to ensure orders are processed and 

completed.

EDUCATION

BA In Business Administration
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