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	OVERVIEW
	Experienced professional with a unique combination of customer service expertise, managerial experience, business leadership and logistics. 


	EXPERIENCE
	Export Control Coordinator
2013     Info Tech Aerospace Service                   Isabela,    PR

Assist in developing and follow existing procedures, processes, and work instructions. Bring coaching, mentoring, and technical guidance from higher proficiency practitioners. Attend and have participation in group meetings, teleconferences and / or training related to the discipline. Deal with classification On-Time Delivery (OTD) metrics and turn backs. Support project management in all projects under minimal supervision. Based on business needs, the incumbent may be required to support other duties/functions within the company. 
Customer  Care  Xpert
2013     VWR (Caribbean Temporary Service)          Manatí, PR

Answers incoming calls and handles customer order requests, questions/ concerns appropriately, for 3 or more business brands. Processes customer orders that are received via mail, fax, phone, e-mail and internet. Processes paperwork for customer returns (add items to stock, issue credit as needed). Back order notifications/ finding possible subs. Live notifications. Unbilled investigation. Follow up calls to customers in regards to technical support answers, verification of delivery, etc. Determines shipping charges for freight shipments and bill customers accordingly. Works with other department in regards to shipping options, special item requests.
Returns Customer Service
 2013          Air Master Windows & Doors,          Barceloneta, PR

Receive and respond, incoming inquiries from internal and external customer. Analyzing al the claims and giving the authorization for that RMA. Giving status of each claim. Making report and graphics for all the RMA for each month.
Inventory Receiving Warehouse Clerk
 2011- 2012                Freeway Logistics,                   Cataño, PR

Working in the warehouse picking products according to the packing list. Product inspection, cycle counts & Pickings. Keeping stock of different kinds of material and maintaining company data base, necessary documentation. Review employee paper work for accuracy on the inbound and outbound. Creation of the inbound and outbound in the system. The logistic for each customer and give support as the needed. Follow up with the customers in the inventory, storage and other areas.

	

	

	EDUCATION
	University of East, Carolina, PR

2012 – Bachelor Degree in Business Administration, Marketing.



	IT SKILLS
	MS Office (Word, Excel, Power Point, Outlook and Publisher), AS400, QuickBooks, Peachtree, Great Plains, SAP, Frontier, Document access, 
X class system and Traker System.

	REFERENCE
	References are available on request
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