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To secure a position within an organization that allows me to utilize my extensive 
warehouse experience, strategic thinking and leadership skills.

EXPERIENCE

Senior Warehouse Coordinator
ABC Corporation - 2008 – 2014

 Ensure the accuracy of all shipping/receiving documents and gather 
and maintain all data and records relative to shipping/receiving 
activities.

 Collect all documentation for outbound freight and ensure all 
documents including receiving paperwork are filed appropriately.

 Pick orders to be shipped as needed, ensure proper labels and 
paperwork have been applied before shipping and examine outgoing 
shipments to ensure shipments meet specifications.

 Identify backorders and place merchandise in designated holding area
for expedited handling.

 Utilize material warehouse management system to ascertain catalog 
number, size, color, and quantity of merchandise to be picked from 
bins, shelves, or locations.

 Pick customer orders for shipment, ensuring that the correct number 
and type of product is loaded and shipped.

 Utilize material handling equipment, safely and efficiently, to 
transport product to shipping locations or delivery platforms and 
ensuring orders are staged in order of delivery.

Warehouse Coordinator 
ABC Corporation - 2007 – 2008

 Handled routine picking, receiving, shipping and packing functions in 
accordance with stockroom SOPs.

 Organize stocks and enter details of inventories into the Warehouse 
Management System.

 Daily issuing and receipts of various stock items supporting customer 
needs accurately Detailed skills with radio frequency equipment 
Inventory, Shipping and Receiving principles.

 Monitoring specific equipment to ensure compliance standards are 
meet per production demands.

 Unload incoming stock, detailed verification of invoice quantities, and 
storage compliance.

 Operate authorized material handling equipment by daily P.M.C.
 and safety guidelines Ensure cleanliness of work station is maintained

through daily operations Detailed communication with Supervisors on
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any work related problems that arise.

EDUCATION

 Diploma - 2001(Lloyd C. Bird High School - Chesterfield, VA)

SKILLS

Microsoft Office, Strong oral and written communication skills, Excellent team player 
Great organization, and office skills Reliable and flexible.
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