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PROFESSIONAL HISTORY

I Supply Company, Fairborn, OH   

Assistant Buyer – Full-Time October 2013 – Present

Worked side-by-side with a Senior Buyer for 3 months then took over those lines and SKU’s. Perform daily reviews of all 100 vendors that I am responsible for that includes anywhere from 1 to 15 SKU’s per supplier. Watch all inventory levels that adhere to our policy and the policies of the concepts. Communicate with concepts daily to watch for any changes in promotions, productions issues, and possible delivery concerns. Create/key all purchases orders making sure that all information is correct so there are no issues with the orders. Responsible for setting up all new items and vendors as needed in both the AS400 and E3 systems.
Expeditor – Full-Time March 2013 – October 2013

Developed a procedure to help track & confirm all orders placed by our Procurement Department. Responsible for making sure quantities and costs were confirmed on all orders placed daily.  Followed up with the Receiving department to insure that vendors had scheduled delivery appointments that corresponded with their due dates. Once product was received, I then worked with the Accounting department to ensure that we were invoiced correctly and made any corrections or deductions needed.
Warehouse / Receiving Clerk – Full-Time March 2010 – March 2013
Responsible for the scheduling of all inbound freight which included answering phones from brokers and trucking companies to set up appointment times within our receiving hours and then update the AS400 and Retalix. Make sure that all the paperwork for each day’s deliveries is prepared with the necessary items including license plates for inventory. File all receivers for future orders, update Excel and Word files of daily and weekly forms used in the warehouse, and have communication with the Procurement department concerning any late deliveries. Format the next day’s routes for our trucks on the BFC system.

Accounting & Treasurer Assistant – Full-Time November 2007 – March 2010

Accounts Payable – go through files and pull all invoices that are being paid that day and attach them to their checks. After checks are signed, they are put in envelopes for mailing and the rest of the paperwork is then filed by their vendor numbers. Call and ask for copies of invoices that may be missing and fax copies of checks or e-mail check numbers and amounts to certain vendors depending on their terms.

Accounts Receivable – assisted the Treasurer in the daily posting of all payments making sure that the correct invoices were paid in full and payments were in balance. Helped the A/R department with the finding and faxing of invoices that were outstanding and still need to be paid. Assisted with the updating of tax forms on file for our customers. Answered phones, get daily mail together including the postage, filing for daily A/P and invoices. Worked with the Procurement department with any pricing or billing issues to determine if a Debit Memo would need to be created.

Buck Run Commercial Doors & Hardware, Dayton, OH

Sales – Full-Time August 2006 – November 2007

Handle work for General Contractors for items in Section 10 which is Toilet Partitions & accessories, as well as fire extinguishers & cabinets, all wall protection, flagpoles, marker-boards, and other specialties. I put together orders for complete jobs per blueprints and architects specifications. I keep an up to date record of all in house inventory as well as inventory all items delivered on pallets for current jobs. Fax over purchase orders as well as requests for engineers’ drawings for materials purchased. Keep contact with all suppliers so that the most recent information is always current to help any customer’s needs.
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Canton Truck Sales & Service, Canton, OH

Parts Clerk / Receptionist – Full-Time April 2004 – September 2005

Handled all ordering of parts needed from a daily basis to keeping all inventories balanced on a monthly basis. Compiled all information needed to create new monthly reports to follow the sales of the company and individual salesman figures more accurately. Closely watched for the non-movement of inventory and worked on return numbers and orders. Helped the parts counter when at all possible to help the customers in a timelier manner. Help with the answering of phones, filing, and greeting some customers as instructed.

Brechbuhler Truck Sales, LLC, Canton, OH

Sales Assistant – Full-Time, Temp Agency August 2003 – February 2004

Work with the Controller and Sales department to complete all sales of new and used Mack trucks. Assist all the sales personnel with the title work and all legal papers for the trucks sold. Compile all information needed to finish all month end reports and distribute to all those involved with the month end closing. Update all insurance paperwork on a monthly basis. Work with Mack Commercial Finance on a daily basis for updates on our inventory. Help with the answering of phones and filing in other departments when all work is complete.

Scott’s Body Shop, Uniontown, OH

Bookkeeper – Part-Time/Full-Time April 2003 – August 2003

Assist the business in the recording of daily transactions. Record sales, payables, receivables, help with payroll and do
monthly bank reconciling using Quick Books and ADP Hollander system. Communicate with State Farm Insurance on an almost daily basis for quick turnaround of all insurance claims. When time permits, I assist with the cleaning of all vehicles that have been repaired before returning them to the owners.

Waco Scaffolding & Equipment, Inc, Akron, OH

Inventory Control Assistant – Part-Time July 2002 – December 2002

Inventory Control Assistant – Full-Time August 2000 – July 2002

Assist the Inventory Control Manager on helping all branches locate equipment needed for all jobs and pending contracts. Successfully assisted, the now CEO, set up all new inventory for a new branch of Waco in Seattle, Washington. Develop and create new inventory reports to track rental utilization and sales turns. Process all payables on a daily basis along with maintaining weekly and monthly re-rental reports. Coordinated, along with our corporate office, a Rental Surplus Sale project for all inventory with an average of 70% or less utilization.

Labor Ready, Akron, OH October 1999- July 2000

Branch Manager – Full-Time

Managed a work today-paid today temporary staffing firm. Account base consisted of professional, manufacturing and service organizations. Interacted frequently with other Labor Ready offices to assure that all requests were matched with the properly skilled candidates. Exceeded weekly sales goals by creating a loyal candidate workforce which enabled the company to maintain and attract new customers. Secured daily accounts receivable payments by verbal and written communication. Supplied requested information to the Akron Social Security Office pertaining to proof of employment for specified candidates. Participated in on site visits to maintain and enhance current account relationships. These visits were also scheduled to explain the bill pay scale, worker’s compensation guidelines, and safety regulations along with equipment provided to new accounts. Generated account invoicing, sales reports, candidate payout, and company payroll.
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Customer Service Representative – Full-Time

Involved in all aspects of customer service including: answering questions, problem solving, dispatching of candidates, and generating daily reports. Promoted through all levels of customer service: customer service representative, customer service representative II, and customer service representative III. Performed cold calling sales techniques to increase the account base. Reviewed new candidate applications to ensure that all information had been provided.

Michael Day Enterprises, Wadsworth, OH

Inventory Control Clerk - Full-Time March 1995 – October 1999

Responsible for maintaining inventory levels of thermoplastic resins that have been extruded or blended. Generated packing slips and bills of lading for all shipments. Adjusted samples taken from the inventory. Created month end inventory reports to aide in balancing the company’s budget.

Laboratory Technician - Full-Time February 1994 - March 1995

Prepared samples for routine physical and mechanical testing by following prescribed written procedures and techniques. Reported all test results and other required documentation and maintained test logs. Operated injection molding machines to prepare test specimens in an A2LA and ISO Accredited Laboratory.

Part-time Employee May 1993 - February 1994

Answered the telephone, helped distribute mail, typed and filed letters. Produced weekly mailings to outside sales representatives. Assisted in the Accounts Payable, Customer Service, and Inventory Departments.

University of Akron-Wayne College, Orrville, OH

Student Assistant to Coordinator of Continuing Education August 1992 - May 1993

Typed and filed letters, course evaluations, and reports. Assisted in design and layout of brochures, which is mailed to thousands of area students. Compiled responses to evaluations, prepared packets for instructors, and created a term report for end of the session budget.

EDUCATION

Associate of Science, The University of Akron-Wayne College, Orrville, Ohio
