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To obtain a position in a company that can utilize my extensive experience in 
warehouse operations as well as clerical and customer service skills to meet 
company goals, and where there are opportunities for continuous learning and career
growth.

EXPERIENCE

Warehouse Receiving Clerk
ABC Corporation - JANUARY 1997 – AUGUST 1999

 Created, maintained, and entered information into databases.Set up 
and managed paper or electronic filing systems, recording 
information, updating paperwork, or maintaining documents, such as 
a endance records, correspondence, or other material.

 Operated office equipment, such as fax machines, copiers, or phone 
systems, and arranged for repairs when equipment malfunctions.

 Greeted visitors or callers and handled their inquiries or directed 
them to the appropriate persons according to their needs.

 Completed forms in accordance with company procedures.
 Maintained scheduling and event calendars. Assisted shipping and 

receiving unloading trucks.
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Warehouse Receiving Clerk 
Delta Corporation - 2000 – 2002

 Delivered product to various venues throughout the property, using a 
delivery truck to go between facilities on the property.

 Checked and unloaded incoming shipments at a warehouse,.
 Assisted with shipping and receiving, unloading of the truck.
 Assisted with the counting of physical inventory.  Loaded and /or 

unloaded materials move materials onto or from pallets, tray, racks 
conveyor s, and machine.

 Processed receipt of incoming stock items into the computer and 
store them in the assigned location in or around the warehouse.

 Counted, sorted, pulled, and weighed incoming goods to verify receipt
of items against shipping invoices and records information.
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EDUCATION

 Associates of Applied Sciences - (Tidewater Community College)
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SKILLS

Inventory Management, Customer Service, General Management.
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