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	5928 Lake Ave., Orchard Park, NY 14127 | (716)997-9467 | JohnYoungJr829@gmail.com


Summary of skills
	
	

	
	 | Q.A.D.  | Microsoft Office (Excel, Word, Access, Office & Dynamics)  | Micromain | Maintstar | DSSI | Citrix |  Adobe | LTC (American Health Tech)  | Open Office | Aestivia | Wennsoft (Great Plains) | 


Experience
	
	

	7/2013 - Present
	General Manager,  Dirt Busters(Ken’s Cleaners)
Interview, hire and train all new employees.
Purchase supplies (Cleaning Chemicals, uniforms, etc.).
Oversee accounts payable.
Negotiate new/expiring contracts.
Scheduling/Dispatching.
Process Payroll.
[bookmark: _GoBack]Review work orders.

	2/2012 – 7/2013
	Purchasing Specialist,  Tara Cares
Purchasing for 35 long term care facilities, in 7 different states, specializing in facility construction projects including; Shower room renovations, roof replacements, fire sprinkler system installs, installation of industrial generators, facility expansions, foundation repair and phone & cable systems.
Worked with a vast network of vendors, spanning across 7 states.
Purchased & coordinated several HUD funded projects.
Managed “TELS” system Asset (managing program); Tracked work orders, coordinated equipment audits, confirmed & maintained accurate data and worked with TELS staff to setup user login & rights.
Locate new vendors and confirm that they meet all necessary requirements.
Worked with facilities to determine & prepare job scopes for vendors bidding the project.
Prepared weekly status reports to show progress for outstanding projects.
From 2/2012 – 6/2012 I was in the role of “Purchasing Assistant”, before being promoted to “Purchasing Specialist”.
Purchased for the interior design department (Paint, flooring, linens, etc.).
Managed several spreadsheets tracking; Capitol purchases, HUD purchases, approvals, etc.
Represented company at vendor meetings & summits, to discover new & exciting ideas and services.
Received all incoming capitol paperwork, checked for accuracy & edited as necessary.


Education
	
	

	8/2006 – 3/2007 
	Business Administration,  Devry (online)
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