Marion L. Cobb
175 Macaicz Road
Masontown, PA 15461
724-208-0816
mcmwdw@yahoo.com

OBJECTIVE

Office Position/Purchasing

EXPERIENCE SUMMARY

I have over 10 years’ experience in purchasing and inventory control in the construction industry, food service industry, and parts department for Peterbilt and International truck sales.  Working knowledge of controlling the issuance and distributions of requisitions, monitoring inventories, creating and tracking purchase orders and change orders,  assisting in vendor selection for supplies by verifying and comparing quote submittals by direct vendor contact, experience in of any / all discrepancies from invoices.  My computer skills consist of Excel, Word, Access, Internet, QuickBooks and Email.

Work Experience

March 2013 – August 2013 – R&H Supply – Smithfield, PA
Senior Branch Administrator – Responsible for entering adjustments and times in Paychex, writing and inputting work orders into Syspro for a sales order number, creating PO’s for buyout items into Syspro, inputting delivery tickets, manage the Order and booking report on a daily basis, review and manage Statue 4 report and resolve any issue in Invoice Delay status, upload delivery tickets and packing slips into SharePoint on a daily basis, upload all checks, credit card, and charge card receipts into SharePoint on a daily basis

August 2012 – March 2013 – Tri-State Tree Service, LLC – Smithfield, PA
Office/Truck Driver/Labor – Responsible for keeping track of receipts, filing all paper work, driving bucket truck to and from job site, racking and cleaning up job site

April 2012 – August 2012 – Express Employment (Washita Valley Enterprises) – Hopwood, PA
[bookmark: _GoBack]Administrative Assistant – Checking truck drivers in and out of the pipe yard and providing truck drivers with correct paperwork for the load of piping, writing Bill of Ladings, updating truck log in the company system, responsible for receiving well returns and getting correct information for the well return and getting it into the company system in a timely manner, answering phone calls and directing the calls to the appropriate employee, responsible for keeping job numbers up to dated and input into the company system.

October 2009 – June 2011 – Brand Energy Services, LLC – Maidsville, WV
Office Manager – Entering times for over 250+ employees for payroll, setup new employee’s files, maintain current employee’s files, administrative support while retaining the knowledge and willingness to do detailed work or data entry as needed to support customer and the organization, coordinate space and office organization, purchase and manage supplies and equipment, manage workload, ensure data accuracy and supervise to promote understanding of job responsibilities and accountability. 

June 2009 – October 2009 – Eastern Reservoir Services – Morgantown, WV
Office Manager – Purchased office furniture, filing cabinets, other equipment, and office supplies for new office set 
up, scheduled pre-hire drug testing, responsible for well-kept vendor files, contacting vendor for pricing, 
reconciliation of any/all discrepancies from invoices, inputting timesheets into the system, scanning log books into 
the system, answering the phone and directing calls, ensuring pre-hire and new employee paper work filled out 
correct  and complete
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October 2006 – December 2008 – URS Washington Division – Masontown, PA
Purchasing Assistant – Purchased tools, rental equipment, piping and other material for construction site by telephone, faxing, internet, emailing, or in person, responsible for inputting requisitions, purchase orders, change orders, and blanket orders into the Marian system, responsible for well-kept vendors files, contacted vendors in order to schedule or expedite deliveries or to resolve shortages, missed or late deliveries and other problems, maintained and reviewed purchase orders, recorded and files reports on material received obtaining and controlling cost codes for purchase orders, communicated with employees and other individuals to answer questions or explained information, and trained in document control

March 2006 – October 2006 – Chestnut Ridge Counseling Services LTSR – Smock, PA
Purchasing/Inventory/Kitchen Manager – Purchased and inventory control on supplies and food for meals, prepared meals for 20+ people, responsible for  well-kept and organized kitchen and store rooms, excellent problem solving and communication skills, responsible for keeping supplies and food orders to or under monthly budget

August 2004 – April 2005 – Kitchen Collection – Gettysburg, PA
Store Manager – Hiring and training new employees, responsible for maintaining store budget, excellent customer service, responsible for weekly payroll schedule, experience with store plan-o-grams, complete damage logs, maintained sales floor and stock room in a neat and orderly manner, logged daily shipments into the company system, and experience in inventory control and in merchandising

January 2001 – November 2003 – Hunter’s Truck Sales and Services – Smithfield, PA
Purchasing/Inventory Control Manager – Responsible for purchasing parts and products for parts department, maintained, processed, and tracked all purchase orders, computer and hands on inventory control, matching of vendor’s invoices to purchase orders, reconciliation of any / all discrepancies from invoices, solved pricing and / or quantity discrepancies, worked with RMA’s (Return Merchandise Authorizations) and shipping and receiving

WORK SKILLS

I am a highly organized person with excellent time management skills, ability to multitask on various levels, strong interpersonal skills, written and oral skills, decision-making skills performed under adverse emergency situations as well as in well-defined planning sessions, successfully completed  all tasks on time, and excellent work ethics.
