Carolyn Chimon

303 S. Yale Arlington Heights, IL 60005

(224)-595-2167

 a2reta86@yahoo.com
Objective:  To obtain a position that will utilize my ability to enforce quality assurance, improve and maintain quality human relations, and use my knowledge to enhance the growth of the company.
Skills:

-Highly energetic and self motivated

-Proficient in Microsoft Word, PowerPoint, Medisoft, Lotus Notes and Microsoft Excel

-Experienced in providing quality customer service

-Excellent written and verbal communication

-Strong administrative experience, positive attitude and a team player

-Extremely thorough, organized and detail oriented

-Familiarity with medical terminology

Languages:
-Fluent in English and Assyrian

Education:

Roosevelt University 
-Bachelor’s of Arts
- Major: Sociology

- Minor: Management

Employment History: 

Anixter -Glenview, IL                                  




March 2011-Present

Buyer-Inventory Manager

Responsible for buying and managing inventory

-manage supplier delivery issues, providing strategic analysis and recommendations to management for material handling and continuous improvement initiatives. 


- Purchased parts for customers daily


-attended to my sales team's needs with managing the inventory


- expedited hot parts


- pushed out orders 


-managed daily and weekly buy reports making sure all parts were bought in time for the customer


-maintained a healthy relationship with vendors


-negotiated pricing with domestic vendors


-responsible for over 2000 parts


-responsible for a million dollar portfolio 


-saved the company thousands of dollars in cost savings


-avoided customer line down situations by resourcing and expediting orders

Collins Chiropractic Center- Mt. Prospect, IL 



Jan. 2006 - March 2011
Chiropractic Assistant- Receptionist

-Responsible for insurance claims

               - Communicated with insurance companies to verify benefits, eligibility and limitations


- Entered insurance payments into the Medisoft system


- Treated patients with an ultrasound/muscle stimulation machine

Doctors for Visual Freedom- Schaumburg, IL



Oct. 2005- Jan. 2006
Patient Technician-Surgical Assistant- Receptionist


- Interviewed individual patients to understand their visual wants and needs


- Checked patients vision 


- Performed visual tests on patients


- Assisted the surgeon with LASIK, PRK and CK procedures


- Operated and tested the laser machine before and after procedures

Coppersmith Inc. – Elk Grove, IL




           April 2005- September 2005

Administrative Assistant


- Responsible for payment of invoices 


- Handled importing and exporting items


- Printed company statements daily 


- Planned company events


- General administrative work

Great Expectations-Schaumburg, IL



          July 2002-March 2005

Direct Marketer/Cold Caller


-provided company information to prospective members by telephone. 

-Ensured current and potential members were completely satisfied with our services

-Strong knowledge of processes and principles for providing personal and customer services. 

-Strong understanding of methods and principles for showing, selling, and promoting products and services including product demonstration, marketing strategy and tactics, sales control system, and sales techniques.

-arranged meetings with the clients and the sales team

-Coordinated many social events to boost clientele

*References available upon request*

