	SHARON L. GOODLING
307 48TH ST SW CANTON, OH 44706

	PHONE 330-806-2722• E-MAIL SHARON_GOODLING@YAHOO.COM

	SENIOR PURCHASER/ INVENTORY MANAGEMENT

	
	Over fifteen years of experience in:
· Completing purchase orders 
· Setting up and maintaining vendor accounts 
· Negotiating prices with vendors
· Maintaining inventory; evaluating and organizing supplies, completing necessary reconciliations
· Coordinating material returns/exchanges with necessary departments and vendors
· [bookmark: _GoBack]Resolving issues with vendors
· Expediting deliveries as needed
· Shipping and receiving with Fed Ex, USPS, UPS
Strong communication skills, able to build rapport with vendors and employees
Excellent organizational skills, complete end-of-month and end-of-year inventories with ease
PC oriented with multiple programs and familiar with office equipment

	OBJECTIVE
To obtain a purchasing position where I can utilize my existing skills and knowledge in, purchasing and inventory management, to effectively order and maintain material levels.      

PROFESSIONAL EXPERIENCE

	

	October 2012 - present                        Summit Sales                                          Picture Rocks, PA
Sales/Purchasing
Call customers and build on customer relations to generate new sales
Take customer orders via phone or face to face.
Write up sales quotes for all inquiries. 
Write sales orders for all sales
Create purchase orders for parts.
Receive and inventory incoming parts as well as, prepare them for delivery as needed.
Deliver parts to customers throughout service area
July 1996 – September 2012            Sonoco Phoenix	                                                   Canton, OH
Senior Purchaser/Tool Crib Attendant
Work with vendors and build on-going relationships, while purchasing all supplies for Canton plant. Including tooling and office supplies.
Tag all tooling, put it away, and inventory supplies. 
Ship and receive supplies.  
Design spreadsheets using Microsoft word and excel for tracking purposes.
Do weekly and monthly inventories on raw materials and finished product.
Participate on safety observation team.  
Work flexible schedule as needed.  
Plan company parties and events for the employees.

August 1994 – May 1996    Q.S.I                                            Massillon, OH
Production Supervisor
Supervised crew of 25 people. 
Delegated responsibilities onto employees.  Made sure all safety policies were followed.  
Communicated with crew and treated them fair in relation to all related concerns.  
Followed up on all issues within the shift.  
. 
April 1986 – July 1994      Creation Windows                      Selinsgrove, PA
Group Leader/ Production
Skilled in all areas.
Group Leader over 15 people.  Effectively delegated work to the group.  



	SKILLS

	    


· Microsoft word, outlook, and excel                                    
· 40 Wpm
· Windows 
· UPS Shipping
· Fed Ex shipping
· Fax machine
· Lotus Notes
· Ariba
· M2K
· Sage 50
· Drive Fork Truck
· SAP
· Netsuite
· Medical Terminology
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