Melissa G. Hines

800 East Ash Lane #3211

Euless, Texas 76039  

469-222-4334

mghin7@yahoo.com
Summary:

Accomplished team leader qualified by over 13 years of demonstrated proficiency in material logistics.  Results-oriented professional with a proven record of effectiveness in:

· Warehouse Management

· Safety Management

· Relationship Management

· International & Domestic Shipping/Receiving

· Inventory Management

· Regulatory Compliance

· Staff Management

· Manufacturing Processes

· Records Management

· Machine Operations

· Financial Reconciliation

· Customer Service & Support

Creative problem solver with excellent organization and interpersonal skills focused on reliable, accurate performance to meet business goals and objectives.  Energetic self-starter motivated by continuous learning.

Professional Experience:

Avail Medical Products, Inc. Dallas, TX





(1999 - 2009)

Ron Stubbs – Warehouse Manager 972-896-5178

Warehouse Supervisor/ Safety Coordinator                 

· Motivated, trained, and supervised a team of 10-15 employees for an ISO 13485 certified medical device manufacturing facility.

· Coordinated daily operations of co-workers engaged in material handling, receiving, loading, unloading, transporting, filling and shipping orders.

· Planned, organized, and orchestrated multiple warehouse transfers to new locations.

· Consistently performed over 99% inventory control accuracy negating the need for a year end physical cycle count.

· Knowledgeable in Shipper’s Export Declaration (SED/SLI), North American Free Trade Agreement Certificate of Origin (NAFTA) and Harmonic B-codes for International Shipments.

· Improved on time shipping performance to over 99% with better than 99% order accuracy. 

· Provided excellent customer service and support in answering questions, resolving issues and implementing last minute customer changes. 

· Critical to multiple business departments in transitioning from one ERP system to a newly implemented ERP system.

· Proficient using ERP systems to generate daily, weekly, and monthly reporting used by various departments to make business decisions and ensure continued, efficient operations.

· Developed standard Safety Operating Procedures (SOP’s) in compliance with Occupational Safety and Health Administration (OSHA) regulations, which included fire and disaster.

· Facilitated a group of company representatives to develop and implement programs and processes that encouraged employee participation in safety initiatives. 

· Collaborated with customers to determine optimum shipping method for domestic and international accounts.

· Coordinated and maintained the warehouse and maintenance of the equipment.

· Negotiated contracts with suppliers and met with various sales representatives.

· Assisted Accounting department regularly in reconciling account receivables/payables to applicable invoices.

· Worked with Human Resources in hiring energetic, dependable employees.

· Operated several printing, rotary and flatbed die cutting machines such as Mark Andy 830, Mark Andy 4140, Delta, Preco, Franklin and McHaffey presses.

Sweetheart Cup Corporation, Dallas, TX 





(1995 - 1999)

Dry Offset Press Operator 

· Drastically increased productivity and improved the machine operator change over setup rate from up to 24 hours to as little as 20 minutes for the different customer orders.
· Completed hourly status reports on various performance metrics for machines to ensure compliance with company quality, cost, and efficiency objectives.
· 100% safe machine operation for the duration of employment.
· Responsible for operating machines which included the following activities:
· Obtain and verify pre-press information
· Wash up press and prepare color heads
· Change mandrels and exchange turret tubes 
· Mount plates and blankets
· Adjuster feeder, flamer and offset cylinder
· Position UV lamps
· Adjust blow-off, conveyors and restacker 
· Set registration

Southwest Bank, Ft. Worth, TX




 

(1992 - 1995)

Item Processing Lead Operator
· Process checks through proofing machines (10-key by touch)
· Computerized balancing and sorting
· Review, audit and send balanced checks to FDIC
· Credit operations and data entry
Education/Licenses:

BS, Business Administration, Lubbock Christian University, Lubbock, TX

(1985 – 1989)
Additional Skills, Certificates:

JD Edwards Enterprise One (ERP- Enterprise Resource Program)

Made 2 Manage Systems (ERP)

Microsoft Office Suite including Outlook, Excel, and Word

Certified Forklift Operator

CPR Certified

Awards:

Quality Control Award 

Employee of the Month and Team Award 

