Emily J. Rivera Colón
Urb. Villa Madrid B-5                                                                emilyjrc@gmail.com                              
Coamo, P.R. 00769                                                                    Mobile (787) 391-6294


Objectives

To secure a position in the organization that offers challenge and opportunity for my career development and at the same time serve the organization to the best of my capabilities. I would like to gain new skills while utilizing my current area of expertise of procurement and employee satisfaction services with in a positive team environment.
Experience
May 2014 – Present                      Agility Logistics                                                    Puerto Rico
Logistics Coordinator                                                                                 CEMEX Puerto Rico
Follow, monitoring and check of imports orders in SAP.
Constantly update on Logistics Import Systems.

Reports, delays, inconsistencies or difficult in the delivery by the vendor.

Request all documentation related to shipment.

Settlement process for billing freight.
November 2013 – December 2013      Pro Talents for Softek


      Puerto Rico
Data Entry Operator                                                                             Departamento de la Familia
Entry confidential data.
Use different Software: SCIRCE and SCISTA.
Work on two Regions: Guayama and Ponce 
December 2008 – March 2013               Compucom, Inc.                                    Guayama, P.R.

Desktop Support Technician (Logistic Administrator)          Wyeth/Pfizer Pharmaceuticals Co. 
Oversee all logistical field operations (distribution, transportation and service-related Components) for all Puerto Rico sites.

Develop and implement opportunities for process improvement, cost savings, leverage of technology, and improved service within all logistical field operations.

Engage in all aspects of order entry, order confirmation, shipping, receiving and inventory control for Wyeth/Pfizer sites in Puerto Rico.
Interact (order, received, dispatch, return, dispose parts and supplies), with the inventory suppliers and CompuCom staff and act as the CompuCom liaison regarding all inventory issues.

Provide timely, accurate, consistent inventory reporting to customer and CompuCom management as required.
Utilize the current CompuCom-Puerto Rico inventory processes to include inventory handling, order entry, distribution and return programs.

Support the overflow of activity with customer on an as needed basis.

Performing live inventory audit.

April 2008 – December 2008             Kemtah                       
Guayama, P.R.

Logistic Administrator        



         Wyeth Pharmaceuticals Co. 

Oversee all logistical field operations (distribution, transportation and service-related Components) for all Puerto Rico locations.

Develop and implement opportunities for process improvement, cost savings, leverage of technology, and improved service within all logistical field operations.

Engage in all aspects of order entry, order confirmation, shipping, receiving and inventory control for the Puerto Rico locations. Interact with the inventory suppliers and Kemtah staff and act as the Kemtah liaison regarding all inventory issues.

Provide timely, accurate, consistent inventory reporting to customer and Kemtah management as required.

Utilize the current Kemtah-Puerto Rico inventory processes to include inventory handling, order entry, distribution and return programs.

Support the overflow of activity with customer on an as needed basis.

Education

2006 - 2008    Universidad Interamericana de Puerto Rico                                           Ponce, P.R.

          Master Degree in Business Administration, International Finance  
          42 credits approved  

2002 
          Universidad de Puerto Rico




    Cayey, P.R.

          Bachelor Degree in Business Administration, Management
Skills

Excellent verbal communication skills and interpersonal.

Ability to work under pressure and as a team. 

Willing to learn, dynamic and motivating.  

Flexible and willing to work with new ideas.  

 



Knowledge in Microsoft Office (Excel, Access, Power Point, Word and Outlook).

Knowledge in Hewlett Packard and Xerox applications.

Knowledge in SOP’s and GMP’s
Basic knowledge in Accounting Software (QuickBooks and Peachtree)
Knowledge in Clerical skills (Archive, Client Services)

