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WORK EXPERIENCE
Owner Operator
JNJ Home Management - Erie, CO -
2012-02 - Present
· Managing all aspects of homes being rented on line through Airbnb, VRBO and Homeaway
· Support clients' needs including hiring repair, maintenance and cleaning crews.
· Handle heavy internet traffic including maintaining calendars
Procurement Specialist
Coors Distributing Company - Denver, CO -
2000-01 - 2012-02
· Process Requisitions by preparing all documents related to purchases including applying the correct codesin accordance to Brewery and Department Budgets
· Supports all departments to ensure best pricing by evaluating the quality and suitability of supplies, materialsand equipment
· Utilizes American Express payment capabilities and completes expense reports to submit to AccountsPayable Department
· Develops Processes for the Procurement Department by evaluating processes and prepares StandardOperating Procedures to ensure uniformity.
· Review Contract Renewals and Submits Proposals for bids
· Evaluates possible risks of Sponsorship Programs and reports any concerns
· Ensures and Maintains Material Safety Data Sheets for all products used within the Company
· Plan Company Events such as Employee Christmas parties, picnics, and Retirement parties
· Book and Arrange Travel for Corporate meetings and Sales incentive trips
· Train new personnel within the department
EDUCATION
High school or equivalent
ADDITIONAL INFORMATION
Highly personable Customer Service/Procurement Professional with several years of experience in an office environment. Experienced in sales processing and Reporting
♦ Talent for identifying customer/sales/marketing needs and presenting appropriate company product and service offerings.
♦ Demonstrated ability to gain trust and provide exceptional follow-up
♦ Proficient with Microsoft Office System (including Word, Excel, Power point, and Outlook®)
♦ Experience with Verian Purchase Order and Vermont Information Processing system
