	
	Erika Putz
116 Marshall Pl, Carmi, IL 62821  |  putztacular@gmail.com  |  618.384.7748

	Skills & Abilities
	Proficient with MS Office products, including Word, Excel, PowerPoint, Publisher and Outlook, as well as using Linux and DOS based systems
Experience using Oracle procurement system
Fluent in English and German

	Experience
	Procurement assistant spartan staffing for sabic
oct 2014-current
Entered POs for requestors, including follow up and documentation
Ensured receipt of items by requestors per semiweekly suspense report 
Verified vendors’ information via direct communication and documented via spreadsheet
Administrative assistant carmi police department
summer 2012
Coordinated acquisition, transportation and documentation of $1.5M+ of equipment through DoD LESO program
Created and maintained spreadsheets to track shipping and movement of equipment
Updated departmental SOP to align with current best practices
medical support assistant naval health clinic charleston, physical therapy
2007-2009
Responsible for independent ERS scheduling for 5 providers, including creating templates, making appointments, processing referrals and updating patient charts
Provided documentation for 5,000+ appointments, including creating provider schedules, primary and secondary records maintenance and outside provider communication
Scribed and transcribed patient reports for providers with 100% accuracy

	Education
	Western governors university, online
bS, accounting
Projected Graduation 2016
southern illinois university, carbondale
108 credits completed toward BS, physics with math minor

	References
	Nicole nurrenbern, procurement specialist
sabic
812.319.6297
jason carter, chief
carmi police department
618.382.4635
teresa webb, hm1
us navy
404.313.8175
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