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Assistant Unit Supply Specialist with 4 years of experience in Supply chain 
management, procurement and have hands-on experience in OPEX tools, 
operations and reporting. Experienced in client handling, managing and mentoring
the team to maintain high-level accuracy. Problem Solving and provide customer 
deliverables with accuracy. Quick learner and easily adaptable to changes.

JANUARY 1992 – SEPTEMBER 1995
ASSISTANT UNIT SUPPLY SPECIALIST - ABC CORPORATION

 Secured, cleaned and maintain all small arms in the arms room. Also maintained
the document register, examined contents and compared with records, such as 
manifests, invoices, or orders, to verify accuracy of the incoming or outgoing 
shipment.

 Prepared documents, such as work orders, bills of lading, and shipping orders to
route materials.

 Recorded shipment data, such as weight, charges, space availability, and 
damages and discrepancies, for reporting, accounting, and record-keeping 
purposes.

 Also determined shipping method for materials, using knowledge of shipping 
procedures, routes, and rates. Delivered or routed materials to departments, 
using work devices, such as hand-truck, conveyor, or sorting bins.

 Packed, sealed, labeled and affixed postage to prepare materials for shipping, 
using work devices such as hand tools, power tools, and postage meter.

 Conferred and corresponded with establishment representatives to rectify 
problems, such as damages, shortages, and nonconformance to specifications.

 Requisitioned and stored shipping materials and supplies to maintain an 
inventory of stock.

1991 – 1992
UNIT SUPPLY SPECIALIST - ABC CORPORATION

 Inspecting completed work for accuracy and compliance with established 
procedures Coordinating supply activities.

 Reviewing and annotating changes to unit material condition status report.
 Posting transactions to organizational and installation property books and 

supporting transaction files.
 Determining the method of obtaining relief from responsibility for lost, damaged

and destroyed supply items.
 Planning maintenance program.
 Planning and coordinating subsistence supply activity.
 Directing corrective action to minimize spoilage, flavor contamination, and 

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


improper warehouse practices.

EDUCATION

High School Diploma - 1990 (U. S. Army Supply School - Fort Jackson, SC)

SKILLS

Customer Service, Microsoft Office, PDMS, Smart Source, Ariba Spend Management
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