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_________________________________________________________________________________
Objective: To obtain a position where my skills and knowledge can be an asset.
_________________________________________________________________________________
Work Experience:
_________________________________________________________________________________
Receiving Manager                                                                                                                             June 2014-Present
DOCO Catering NY/Jamaica, NY
Manages the receiving process (on site and off). Verifies all merchandise deliveries according to company standards.
Plans and coordinates work, trains and motivates, monitors and evaluates performance of receiving associates.
Communicates advanced shipping information to purchase manager.
Ensures timely and accurate input of all freight information through the inventory management system.
Monitors the unloading of all materials into the receiving department; ensures materials are staged for counting and inspections.

Receiving Supervisor                                                                                                     November 2009-May 2014 
Restaurant Depot/MT Vernon, NY                                                                 
Monitored and measured receiving and warehouse performance for accuracy of locator, receiving reporting, movement and storage of material, and transfers to service parts.
Ensured materials are stored properly to conserve space and comply with safety procedures.
Provided appropriate equipment and racking to ensure the safe transport and storage of all materials.
Supervised effectiveness and productivity of receiving and EMS staff through continual communication and performance supervision.
Resolved discrepancies regarding invoices, packing slips and receivers reports.

Permit Expeditor                                                                                                           April 2007-November 2009
Caso & Associates, Inc./New York, NY                                                        
Assisted in the process and submittal of documents to other government agencies.
Closed out open applications with DOB or governmental agencies in order to obtain Certificate of Occupancy.
Reviewed and ensured the resolution of code compliance issues preventing a project from gaining approval from government agencies.
Evaluated impact of change orders on code compliance and permit issues.
Maintained assistance in removal of ECB and DOB violations.
Education
_________________________________________________________________________________
A.A.S Associates/Received					                                                         September 2004
Borough of Manhattan Community College
Business Administration
Languages
__________________________________________________________________________
Fluent in English and Spanish
Key Qualifications
_________________________________________________________________________________
Good organizational skills
Work well as a team member
Detail oriented
