Andres Duran

Phone  404) 428-7150 
andresd82003@yahoo.com
 OBJECTIVE
Business professional equipped with ten years of experience offering administrative support and a background in business administration and project management.  Experience creating beneficial business rapport with clients. Able to complete administrative projects accurately and on time in order to enable teams achieve their goals. 

DESIRED OCCUPATION

Administrative Support / Customer Service / Sales
EMPLOYMENT HISTORY

Employer: Kliklok-Woodman (Food Packaging Machinery)  Location: Atlanta, GA       

 Duration: 12/2008 – 01/2010            

Title: Parts Sales Representative / Customer Service   
Job Duties: 

· Provided customer service assistance nationally and bilingual assistance internationally 
· Provided formal quotes and placed customer orders for machine parts sales 

· Offered technical assistance and processed returns and repairs. 

· Monitored status of customer credit accounts, performed collection motions when necessary  

Employer: Omni Hotel at CNN Center  Location: Atlanta, GA       

Duration: 12/2006 – 01/2008

Title: Administrative Support for the Convention Services and Banquets Departments

Job Duties: 

· Performed departmental Payroll (Kronos) / tracking and correction of payroll discrepancies

· Created a wide selection of time-management tools, training aids  and spreadsheets

· Scheduling and staffing. Efficiently staffed convention and banquets events under time restrictions
· Created flyers, stationery and posters for conventions in the conventions wing of a high-volume hotel in downtown Atlanta  
· Participated in event planning projects   

Employer: Indwell Corporation (Staffing Agency)  Location: Atlanta, GA       

Duration: 10/2004 – 12/2006
Title: Branch Manager 

Job Duties: 

· Responsible for staffing key production positions for company’s top clients. Familiarization with client’s production floor operations. Responsible for performance of two staffing coordinators, two administrators, and three CDL drivers. During peak, branch hit 10,000 billing hours six consecutive weeks

· Successfully maintained customer service relations with clients such as the Yamaha motor corporation, Fresh Express farms and Coca Cola while managing leading sales branch for industrial staffing company where the main objective was to provide excellent customer service to expand and maintain client accounts despite fierce competition 

· Implemented clean-up process to eliminate inaccurate and long-standing labor reporting issues caused by a major client which used our staffing services, thus decreasing payroll discrepancies by 90%. 

· Streamlined and upgraded office operations significantly increasing productivity by applying Lean-manufacturing techniques previously used in a manufacturing floor environment into an office environment obtaining great results.
Employer: Indwell Corporation (Staffing Agency)  Location: Atlanta, GA       

Duration: 10/2003 – 10/2004
Title: On-Site Manager 

Job Duties: 

· Created a customized power point training program for our temporary personnel that incorporated the Yamaha Motor Corporation’s manufacturing training program in addition to our own. 

· Responsible for periodically reporting to the Human resources managers, training managers and different levels of warehouse and production managers at client’s site on behalf of my employer to perform customer service follow-ups for client retention purposes and to promote our services.

· Continuously upgraded our services and the training provided to our employees in order to exceed our client’s training, service and production expectations 

· Assisted regional manager of a staffing agency in developing marketing projects which resulted in a significant influx of talent as well as business opportunities. 
· Recruited a significant number of quality local talent and conducted new-hire orientations 
Employer: TigHitco Inc.        Location: Atlanta, GA        Duration: 02/2000 – 10/2003

Title: Production Supervisor / Bi-lingual Support 

Job Duties: 
· Supervised and aided personnel (40+ employees) in meeting time standards and accomplishing production goals while handling and addressing performance, disciplinary and quality issues. Served as a communication liaison between floor personnel and the management team whether or not a language barrier was present. 
· Conducted manufacturing training classes and ISO training classes both, in English and Spanish. Held motivational/informative meetings to enforce work standards as needed. 
· Tasks requiring proficiency in Excel, Word, Power Point, Visual Manufacturing. Maintained and performed most training and translating job duties from my previous position of Human Resources assistant listed below.

Employer: TigHitco Inc.        Location: Atlanta, GA        Duration: 02/2000 – 11/2000

Title: Human Resources Assistant / Translator 

Job Duties: Disclosed information pertaining to the company’s guidelines, policies, and benefits to personnel throughout the plant whenever information was requested and while performing orientations for newly hired employees. Helped implement a safety program to reduce accident rates.

Translated the company newsletter, meetings, documents, policies, and other types of company related materials from English to Spanish for the company’s branch-facility in Latin America and those employees who were in the process of learning the English language. 

Employer: Boeringer Ingelheim Inc.           Location: Ridgefield, CT        Duration: 07/1998 – 07/1999

Title: Customer Service

Job Duties:  Among others, Handling, labeling, inventory and dispensing of pharmaceutical compounds following strict DEA government regulations and narrow tolerances. Dispensary clerk to scientist of the Research & Development branch.

Software / Computer Skills
· Kronos (Payroll)

· Visual Manufacturing 

·  Agile 
· Typing 50 wpm

· Excel

· Word

· Power Point
· Outlook 
Additional Skills

· Developed keen attention-to-detail skills by working in the pharmaceutical industry under strict DEA government regulations and extremely narrow tolerances for over 4 years and by doing payrolls
· Takes initiative, organized, able to prioritize and comfortably multi-task. 

· Comfortable working in a fast-paced environment while staying focused and maintaining a positive attitude. 
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