Melvin  Diaz Rosario 
Estancias del Bosque Nogales J-32 Box #544
Cidra, PR  00739 
787-378-6344 
Email: melvindiazjr@gmail.com

Objective
 
To obtain an administrative position where I can achieve company goals with my education and experience.

Work Experience:

Purchasing Agent - 03/2015 - Present
Defense Logistics Agency (DLA) (U.S. Department of Defense (DoD)

· Performs Pre-Award acquisition functions on purchase orders.

· Performs market research, identifies potential vendors and creates the solicitation package. 

· Prepares solicitations, evaluation of quotes, and prepares award documents.

· Performs evaluation of offers, comparative price analysis and recommends award to the Contracting Officer. 

· Performs contract modifications.

· Consolidates orders to meet minimum ordering quantities under Federal Supply Schedules. 

· Assists customers in defining product characteristics, and explains the rules on use of mandatory supply sources and penalties for returning items. 

· Negotiates with vendors on a limited variety of issues, such as, price breaks for items ordered before a sale date; accelerated delivery; reduction of service charges; and, waiver of restocking fees. 

· Identifies additional sources of supply from established lists, history files, catalogs, newspaper ads, etc.

Contact Service Representative - 10/2014 - 03/2015 
Internal Revenue Service ( U.S. Department of Treasury)

· Provide technical assistance to individuals and/or businesses primarily through telephone interaction in a dynamic call center environment, and/or face-to-face contact

· Address wide range of issues/problems that require unique solutions

· Apply the tax code to assist taxpayers in understanding and meeting their tax responsibilities

· Secure, analyze and protect sensitive personal and financial information

· Make determinations and use sound judgment to resolve taxpayer disputes and delinquency issues

· Develop, analyze and evaluate information involving the research of computerized records by accessing multiple online/database systems

· Analyzing taxpayer's ability to pay, initiating liens, and negotiating installment payment agreements

· Provide authoritative tax law assistance and take action where needed to resolve tax issues

Administrative Officer - 01/2008 - 12/2014
Municipio de San Juan

· Collect, analyze, verify and process documents, forms and information related to my unit and assure they are complete, accurate, with all information necessary and in accordance to rules, procedures and proper regulations. 

· Establish and maintain updated records, files, forms, contracts, values, requests, and shops in a organize manner. 

· Prepare reports and correspondence of administrative issues related to my unit. 

· Handle and track documents, correspondence, requests, payments and other duties related to my unit. 

· Supervision over junior staff 

· Analyze and request annual budgets 

· Prepare Accounts Payables Payments 

· In charge of all purchases, auctions and services contracts

· Revise contracts and follow up until approval

Warehouse Keeper - 04/2001 - 12/2007
Municipio de San Juan

· Property and Equipment Clerk

· Supervise and perform inventories on various equipment, identifies shipping and receiving documents for discrepancies, and directs shipments to shipping or storage areas

· Perform warehousing activities to include receiving, unloading, storing, selecting and shipping bulk and bin materials and equipment

· Development storage and arrangement by warehouse configuration

· Performs accountability when receiving storing and/or issuing

· Coordinates incoming and outgoing shipments

· Identifies, examines, classifies, accepts and disposes of materials and property

· Prepares property for shipment, distribution and storage

· Maintain records and tracking of same 

· Follow up on scheduled maintenance 

· Receipt and identification of new equipment

Automated Logistic Specialist - 10/1997 - 03/2001
US Army
USA
WorldWide, AE   00125

· Establish and maintain stock records and other documents such as inventory, material control, accounting and supply reports 

· Review and verify quantities received against bills of contracts, purchase requests and shipping documents 

· Unload, unpack, count, segregate, palletize and store incoming supplies and equipment 

· Construct bins, shelving and other storage aids 

· Simplify and standardize the collection and use of maintenance data 

· Raise the quality and accuracy of performance, cost and parts data through improved maintenance management


Job Related Training:

· Able to establish priorities, time management and organization

· Work in effective way in order to meet goals and objectives to obtain the best results; with the use of good verbal and written communication 

· [bookmark: _GoBack]Able to establish and maintain good relations with supervisors, co workers and clients 

· Knowledge to maintain discretion and confidentiality with information related to work 

· Knowledge of Federal and DoD procurement and acquisition laws, regulations and policies.

· Knowladge of SAP GUI E-Pocurement System. 

· Knowledge of small purchase procedures and methods and the administration of small purchases (i.e., default termination, liabilities, government furnished property, etc.). 

· Knowledge of price analysis and evaluation techniques. 

· Knowledge of pre-award procurement processes. 

· Stock control and accounting procedures 

· Procedures for shipping, receiving, storing and issuing stock 

· Procedures for handling medical and food supplies 

· Applying laws, rules or regulations and written guidelines.

· Work with records, documents or financial accounts which involved applying established rules and procedures. 

· Work in customer service positions that involved frequent contact with the public, and may have involved researching and/or adjusting customer accounts. 

· Communicating orally in order to provide information, assistance, or instructions to members of the general public or their representatives.

· Negotiating with others to resolve issues.

· Performing administrative and technical procedures using a computer to locate and review records and reconcile discrepancies.

· Writing correspondence in response to inquiries and drafting a variety of other written products.

· Knowledgeable in the use of manual and computer based processes to control inventories and apply proper procedures to control, store and protect supplies and equipment

· Knowledgeable in the use of manual and computer based processes with IRS procedures

· Computer Literate and Knowledge of Microsoft Programs 

· Can type 40 or more words in 2 minutes or less

· Speak, write and read Spanish and English

· Service oriented

Education:

Colegio Universitario de San Juan  
Bachelor's Degree 05/2013
Major: Accounting 

Colegio Universitario de San Juan 
Associate's Degree 05/2009
Major: Electrical Engineering


References upon request


