Shelley Marie Ellis
9122 Highridge Road
Princeton TX. 75407
903-855-8356
Email:  mrstfellis@gmail.com
OBJECTIVE:
To obtain a challenging and responsible position in the Data entry field where I can utilize my skills and advance within.
EXPERIENCE:
 07/12 - 4/13                   Family Dollar                                                          Assistant Manager                                                                                      Pittsburg, TX
Provided a wide range of Customer Service which includes helping customers with any questions or problems they may have, daily tasks which consist of running the registers, stocking and unloading truck. As Assistant Manager I also had to open store on occasion, close store down, counting tills
08/05 - 1/07                  Exel Direct Logistics
                                             Billing Specialist                                                                            Flower Mound, TX
Process paperwork of  previously shipped goods from a  manufacturer or distribution center to customer using Nxtier and WM Warehouse Management software; maintain daily Forcast, Analysis, Revenue and Metrix reports using Microsoft Excel and Word; Maintain continuous contact with clients using Lotus Notes; schedule technician appointments for customers to have damaged item repaired;  maintain appliance inventory log; processed return authorizations,  resolved issues on customers account; answered multi line phone system; processed mail
01/01  - 07/05                Outsource Networking (ONI)                         Contract Manufacturing                                                               McKinney, TX.
Manufacture Surface Mount and Thru-hole electronic boards. Responsible for verification of all component values, preparation of all components, properly installing and soldering of all components, adding any hardware as well as any housing for the pc boards per customer specifications
3/95 – 12/00                 Outsource Network Inc. (OSI)
   Final Ship QA


               McKinney, TX.
Responsible for First Articles of machines and the lines to ensure all components are verified as well as first articles of the first pc board to ensure all parts are correctly installed prior to running machines. Responsible for checking all pc board prior to shipping to ensure that all the components are correct and installed properly as well as checking all the solder joints using a microscope.
1/94  – 2/95                     Delta Home Health Care                                    Receptionist  


               McKinney, TX.
Answering telephones and helping customers, home attendant’s, nurses or doctors with any questions or concerns that they may have and directing calls to proper destination. Basic office Duties
REFERENCES AVAILABLE UPON REQUEST
.
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