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Customer Service, Operations, and Logistics Specialist - Cooper Tea Company
Denver, CO 80219 arvigil@hotmail.com 720.243.8525
I am seeking a position where my organization and analytical skills will add value. I have several years of experience in leadership roles, excel in problem solving, and possess excellent customer service skills
Work Experience

Customer Service, Operations, and Logistics Specialist
Cooper Tea Company - Louisville, CO
· Liaison between both customers and suppliers for multiple companies 
· Provide a high level of customer service to a diversified customer base 
· Create and maintain customer and supplier product contract specification sheets 
· Manage operational procedures for procuring bulk herbs and teas; forecasting, contracts, purchase/sales orders and logistics. 
· Daily communication and coordination with domestic and international customers, suppliers andbrokers, via telephone and e-mail. 
· Manage and maintain compliance with customer QA/QC needs, and documentation completion 
· Maintain accurate record-keeping of customer files and related customer correspondence 
· Weekly project updates to management 
· Coordinate logistics for domestic and international projects 
· Coordinate monthly insurance reports for all incoming shipments 
· Provide back-up telephone and office support when needed
Purchasing & Customer Service Specialist
Planned Parenthood of the Rocky Mountains - Denver, CO
· Planning and implementing systems related to the inventory control, planning and quality control ofmaterials. 
· Develops, and works with clinic managers and directors to implement and maintain policies,procedures, and material control systems to reduce costs, streamline procedures, and implement solutions. 
· Coordinates with finance and accounting on matters involving inventory carrying costs. 
· Develops Supply Chain strategies to achieve continuity of supply and the maintenance of inventoryat acceptable levels. 
· Assist with the establishment and maintenance of the production control system. 
· Work with clinics to identify optimum inventory levels and with internal and external vendors to alignwith corporate inventory policies. 
· Manage the company's day-to-day purchasing operations, including processing of user requisitions,research and selection of potential suppliers, negotiation of pricing and terms and issuance of purchase orders. 
· Responsible for placing, tracking, delegating the placing of, and expediting all purchase orders. • Maintain approved vendor list 
· Implement formal cycle counting system and coordinate physical inventories. 
· Run cost and spending reports, for each clinic and department
Exhibitor Transportation Customer Service
Planned Parenthood of the Rocky Mountains - Freeman, Co, US
· Collaborate with vendors and exhibitors to guarantee total satisfaction 
· Review, print, and maintain work orders for both inbound and outbound exhibitor shipping requests. 
· Organize and schedule freight orders for multiple shows at any given time 
· Audit trailer manifests and logs. 
· Order and track all trailers for freight pickup. 
· Daily and weekly reports are created to ensure exhibitor's needs are being met 
· Work closely with sales departments and customer service to answer any and all questions 
· Pricing reports are created at the end of every event maintain budget needs 
· Audit pricing prior to billing following the move out of every show 
· Enter and code freight billing to ensure cost is allocated correctly and payment is made in a timely
manor
Bron Aerotech - Denver, CO
· Perform weekly/monthly/quarterly cycle counts and inventory counts. 
· Issue, review, track, and implement Corrective Actions and Preventative Actions for both suppliersand customers; log and graph for quarterly reports. 
· Skilled at various types of inspections including FAI, final inspection, incoming material and in processinspection. 
· Monitor and adjust internal inventory counts to match physical counts. 
· Process internal transfers and product placement. 
· Conduct daily receiving rejections reports and maintain a weekly escape log. 
· Inspect and quarantine all non-conforming material. Includes reviewing customer and vendor files toensure updated certifications are on hand, and all quality standards are being upheld. • Assist managers and staff with all warehouse training and quality protocol.
Skills

ADMINISTRATIVE/CLERICAL, CLERICAL, DATA ENTRY, PROBLEM SOLVING, EXCEL
Additional Information

· SAP, Sage Software, Microsoft Office, Microsoft Excel, Microsoft Word, PowerPoint, and Outlook 
· Data entry, Internet Research, Google Docs, Email Handling 
· Strong administrative/clerical skills 
· Possess excellent oral and written communication skills with the ability to review and edit and ensureaccuracy of data. 
· Impeccable interpersonal communication skills and ability to relate to others. 
· Strong problem solving and analytical skills.
