 Tim Graves
(703)853-0748 || tim.graves@timgraves.info
	Skills
	Customer Service and Management Skills

I have worked in retail management, as well as numerous other customer-facing positions, both in brick-and-mortar locations and via phone or email communication. I am familiar with phone etiquette and communication records keeping, and maintain an excellent phone demeanor and customer service attitude.
Computer and Office Skills

Highly computer literate, with proficiency in Microsoft Office software and a wide variety of other software, including both QuickBooks and NetSuite. I have worked with a wide range of software and technologies throughout the past 20 years for both professional and personal use and am able to quickly learn new technologies. I am also a fast and accurate typist. I am skilled in the creation and maintenance of filing and organization systems and the filing and indexing of paperwork and forms. I am also familiar with troubleshooting of common issues with hardware such as routers, modems, switches, and printers.
Inventory and Warehousing Skills

I have experience in the creation and maintenance of organization systems, and am skilled in database inventory management. I have both forklift and powered pallet jack experience, as well as other standard warehouse tools. I also have experience working with packing lists, commercial invoices, and bills of lading.


	Work History
	Prince William County Department of Fire & Rescue, Public Safety Academy  
Administrative Assistant II – Nokesville, VA – 2011-2012
Petron Pacific, Inc.

Forklift Driver - Chantilly, VA - 2011-2011

BARS Program

Checker - Manassas, VA - 2009-2011
NVE Mechanical, Inc.

Bookkeeping Clerk - Chantilly, VA - 2010-2011
Invoice Insight

Data Entry Specialist - Manassas, VA - 2010-2010
Tessada & Associates, Inc.

Warehouse Specialist - Sterling, VA - 2008-2009
Quantico Tactical Supply

Firearms Manager/Store Manager - Woodbridge, VA - 2008-2008
Dollar Tree
Assistant Store Manager - Manassas, VA - 2007-2008
Martin & Seibert, L.C.
Data Entry Clerk - Martinsburg, WV - 2006-2007
Vita Specialty Foods
Production Worker - Martinsburg, WV - 2006-2006
400th MP BN - US Army Reserves
Unit Supply Specialist – Ft. Meade, MD - 2003-2006


	Education
	Liberty University School of Divinity

In progress: Master of Divinity
Liberty University Online
05/2015: Bachelor of Science in Religion, Biblical & Theological Studies
U.S. Army Quartermaster School

Certification: Unit Supply Specialist - 92Y


	
	


