Maria E.  De Los Santos

10434 Collingswood Rd.

La Porte, TX 77571

(281) 470-2689

Summary
Over 25 years of data entry experience with shipping, receiving, customer and vendor relations.  Perform responsibilities accurately and with quality and professionalism.  Dedicated and honest in accomplishing tasks beyond expectations.  Enthusiastic and outstanding attendance record, willingly work overtime and on weekends.  Skilled in interpersonal communications and organization, detail-oriented with time management skills.

Skills

Microsoft Office (Word, Excel, PowerPoint), Data Entry, Bilingual (English/Spanish), Type (45 wpm), AS400, 10-key touch

Work Experience:
Sales Associate (P/T):  Aug. 2004-June2007                     JC Penney- Houston, TX
Cashier, customer service, organize floor and fitting rooms, obtain SKU for merchandise and prices, responsible for daily balance transactions and tilt.

Data Entry Clerk: 1982- present                              O’Reilly Auto Parts, Houston. TX
Schedule daily freight truck appointments for receiving dock, verify freight bills according to packing list for short or over shipments, call vendors to request packing list according to purchase order in the computer, create a batch number for each purchase order, file all packing list numerically, post batch for stockers to automatically update inventory, communicate with department Supervisors, inventory, buyers, and stockers in regards to invalid stock numbers, locations, discrepancies.  Train new supervisors and implement procedures. Answer managers e-mails using own research. 
Purchasing Clerk:  

Daily fax and/or call purchase orders.

Inventory Clerk: 
Inventory stock and update it in the computer.

Education
2004 San Jacinto College,
Pasadena, TX
Computer Job Skills Course

1980 Pasadena High School, Pasadena, TX
1981 General Diploma

References:  Available upon request.


