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Career Objective:
Administration / Logistics
Skills

· 5 years planning and scheduling to meet tight local/export markets 
· 5 years of data input including wages for over 120 staff with speed and accuracy
· 12 years using Microsoft Office products (Word, Excel and Access etc)
· Strength in developing Excel spreadsheets to improve speed/productivity
· Good customer service with all aspects of my job
· Well organised with strong organisational skills and a positive attitude
· Self-motivated working well in a big or small team environment
· Ability to quickly learn new software packages and implement these
· Lateral thinker with good problem solving skills and able to anticipate needs
Work History

2003 to present
Office Administrator, Silver Fern Farms (formally PPCS)

Silver Fern Farms is a large New Zealand meat-marketing company. The group turnover NZ$2B and accounts for 37% of New Zealand sheep meat exports, 35% of beef exports and 54% of venison exports.

· Scheduling of product lines to meet export demand within specific time frames
· Inputting wages for 120 workers from 4 unique contract teams (PayGlobal)
· Generating, maintaining and updating of weekly, monthly and yearly reports for Silver Fern Farms head office.

Achievements

· Automated office processes to improve productivity and efficiency 
· Developed new administrative system that eliminated the need for several supervisors to struggle with unnecessary paperwork
Reason for leaving

My position was made redundant during the latest round of restructuring 
1999 to 2003
Production Co-ordinator, Real Foods


Real Foods is an Auckland-based importer of bulk health foods, some of these are 
international brands from around the world for supply to the New Zealand & Australian 
Grocery industry.

· Reviewing and ordering of several hundred products to maintain stock levels ensuring optimum production levels are maintained
· Relationship development with various internal and external suppliers, customers and colleagues to ensure maximum satisfaction and supply
· Quality Control checks of products and barcodes created for new products
· Sole charge of the labelling requirements for the company including creating and maintaining barcodes that conform to European Article Number (EAN) standards

Achievements 

· Streamlined systems for ordering product from external suppliers

· Created outstanding customer service by cultivating lasting, positive and enduring relationships with suppliers and contractors.

1994 to 1999
Inward Goods Supervisor, Real Foods
· Unloading of containers and trucks

· Receipting goods into our Systems, Applications and Products (SAP) system

· Picking, packing and despatch where required

· Stocktakes on a 3-monthly basis


Achievements 

· Streamlined processes to reduce inefficiencies in the paperwork process
· Instrumental in getting all stock relocated into our new warehouse with a mimimum of disturbance
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1993 to 1994
Warehouse / Despatch, Real Foods
· Picking and packing of orders in a timely fashion

· Ensure that all orders are completed by the required date and are correct in product type, quantity and meet expected quality standards

· Stocktakes on a 3-monthly basis


Achievements
· Ensured that all orders are completed by the required date and are correct in product type, quantity and meet expected quality standards

1991 to 1993
Supervisor, Bulk Foods, Real Foods
· Co-ordinated with production co-ordinator to ensure that product repacking is prioritised

· Quality Control of all product that is produced

· Supervision of up to 30 staff

· Training of new staff


Achievements 

· Broke the record for the amount of product repacked in one day

Reason for leaving Real Foods

Shifted to Christchurch so that my wife at the time could study at Canterbury University 
Education and Training:
2008
Urban Search And Rescue (USAR) Orange Card (Civil Defence) - current study

2007
Open Polytechnic Lifeworks Course

2006
Forklift Driver Safety (LTSA & OSH approved)

2002
Diploma in Computing Systems, UNITEC Auckland


Interests:


Creating multimedia video clips and DVD’s


Watching movies


Reading books


Listening to music of all types

Personal Statement:

I am particularly motivated when working with numbers including speed, accuracy and problem solving. I am flexible in my hours of work to meet deadlines as required by the company.
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