Gregory M Cillo
 (847) 347-7685 (Cell)

gcillo@hotmail.com
CAREER OBJECTIVE: To obtain a position in Purchasing, Finance or Accounting utilizing my skills of organizational agility, teamwork and a hard work ethic
EDUCATION

Iowa State University





Ames, Iowa

· Bachelor in Science




May 2002

· Major in Meteorology





QUALIFICATIONS
· Proficient in Microsoft Excel, Microsoft Word, Power Point, Smart, Apprise, Image Now, People Soft
· Demonstrated record of high-performance standards, including verbal and written communication, analytical problem solving skills, preparing specifications and analyzing bids
· Knowledge of purchasing practices and procedures
CAREER RELATED EXPERIENCE

Universal Technical Institute, Accounting/Purchasing, 2005-2012
· Examined and analyzed departmental purchase requisitions for completeness and accuracy before placing orders and generating purchase orders
· Received approval and coded  invoices for payment and clean up invoice issues/discrepancies 
· Secured bids and recommended approval for various vendors based on price, quality, etc such as (Snow removal, garbage,  postage machine)
· Assisted with tracking of budget expenditures
· Resolved purchasing problems between department and vendor
· Determined method to process requisition based on dollar amount, timeliness required, existing open contracts, and/or competitive bidding
· Showed teamwork by helping other employees with their day to day tasks
· Showed excellent customer service by assisting students in their needs
OTHER WORK EXPERIENCE

Glenview Public Works, Forestry Div., summers 1999-2002, Full Time 2002-2004
· Helped the tree crew in clearing harmful and sick trees, water flowers, plowed snow
· Supervised 4-5 summer help employees
Iowa State University, Line Manager, Ames, Iowa, 1998-2001

· Supervised 7-15 employees, received training on operations and managing students
· Learned how to work under pressure and have productive fun at the same time
INTERESTS OUTSIDE OF WORK

Student leader as Canter or Lector at various functions 1999-present
Volunteered at local Food Pantry
