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OBJECTIVE 
An MRO Buyer or a position related to my background experience within the pharmaceutical and/or manufacturing industry. 
PROFESSIONAL SUMMARY 
Excellent professional with over 7 years of experience in the manufacturing industries. Flexible, organize, responsible and trustworthy. Totally focused on business results. Strong ability to work under pressure with minimum supervision, team oriented and excellent customer service skills. Effective collaborating, negotiating and maintaining proactive associations with all levels of personnel. Dynamic and multitasking capabilities resulting in excellent skill and managing time effectively. 
 
OTHER SKILLS AND KNOWLEDGE 
 
· SAP System 
· Microsoft 2008,  Outlook & Gmail 
· Internal Auditor QS 9000, ISO/TS 16949 & 14001  
· Fluent English & Spanish  
· Excellent Through Quality Core 
· CMP, Purchasing Module I  
· Acquisition Process (Purchasing) 
 
 
                        EXPERIENCE 
 
 
VASSALLO INTERNATIONAL GROUP INC.  Coto Laurel, P.R.     2004 - 2015 
 
BUYER/PLANNER 
 
Responsible of buying machine spares parts and office supplies for the plant. Assure availability of requested materials by negotiating price and delivery dates. Convert non-inventory requirements on purchase orders in Mapics System. Follow up on promise made by supply to comply with delivery of material. Matched, distributed and file all purchase orders. 
Collect data from system (inventory & backorder report) to generate the weekly production schedule of the various departments, such as pipe (extrusion) and pipe (profile extrusion), injection molding, rubber injection molding and special plastic products. To be pending of urgent orders that arrive during the week and coordinate with supervisors to be added on the production schedule based on priorities. Maintain inventory levels based on monthly sales. Maintain good communication with the production and sales personnel. 
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PRODUCTION SECRETARY 
 
Maintain all files of suppliers and production updated. Attend incoming calls of the Operation Manager and resolve any matter generated by these phone calls. Attend all incoming calls for the Production department and canalized them to the correspondent personnel. Maintain the communication via radio between the Supervisors to find the personnel needed at the production area (Electricians, Mechanics, etc.). Responsible for typing all correspondence and preparing complicated reports as demanded by the Operation Manager and Production Supervisors. Distribute all correspondence for the Operation Manager. Responsible to compile, investigate, analyze and complete informs on special projects. Assist in the preparation of agenda and coordinate meetings. Send and distribute frequently information via fax. Responsible of taken and transcript all notes of the production meetings. Responsible for keeping inventory and distribution of office supplies to the production personnel. Responsible for maintain and update all forms of production department and file originals for when they are requested by production operator. 
MOLEX CARIBE, INC. PONCE, P.R.1997- 2004 
 
BUYER/RECEPTIONIST 
Responsible for establishing and developing strong work relation with supplies. In charge of negotiating delivery dates to assure availability of requested materials. Comply with objectives and identified necessities. In charge of buying all packaging material, machine spare parts and office supplies for the plant. Responsible for all employees traveling, airfares, hotel and car reservation. Perform updates on SAP system, Material Master (Purchasing Sections) In charge of the reception area. 
 
RECEPTIONIST/DATA ENTRY 
 
Verified, classified and entered Production and Quality activities data to the SAP system. Generated and posted reports and graphs. 
STORAGETEK OF PUERTO RICO, PONCE, P.R.   1980-1996 
TYPIST CLERK 111 (Purchasing Department) 
Preparation of weekly graphs. Maintained Buyer's Performance Log for incoming requisitions.  Performed updates on codes for data information. Matched and distributed all computer runs to corresponding personnel. Responsible for typing all correspondence and preparing complicated reports as demanded by the Purchasing Manager and Buyers. Maintain all files of suppliers and purchase orders updated. Attend all incoming calls of the Purchasing department and canalize them to the correspondent personnel. 
 
 
EDUCATION 
Bachelor Degree in Secretarial Sciences - Three Years 
Pontificial Catholic University 
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