
Katrina Marie Gomez
2437 W 8th Street
Greeley, CO 80634
(970) 702-9989
katrinagomez96@yahoo.com

Objective: To support the growth and profitability of an organization that provides challenge, encourages advancement, and rewards achievement with the opportunity to utilize my substantial experience, skills, and proven abilities in a position involving customer service / purchasing.

Experience:

Metal Solutions - Ault, CO
Purchasing Manager – Sales                                              1/2019 - Current
· Create, maintain and distribute purchase orders and delivery schedule(s)
· Consult with department leaders to determine deliverable timeline(s)
· Create and update purchasing pricing as contracts are made.
· Coordinate with suppliers to process packaging and supply concerns, coordinate vendor returns.
· Greet and welcome guests as soon as they arrive at the office.
· Direct visitors to the appropriate person and office.
· Answer, screen and forward incoming phone calls.
· Ensure reception area is tidy and presentable, with all necessary stationery and material.
· Provide basic and accurate information in-person and via phone/email.
· Receive, sort and distribute daily mail/deliveries.
· Order front office supplies and keep inventory of stock.
· Perform other clerical receptionist duties such as filing, photocopying, scanning
· Answer incoming calls to screen and forward appropriately.
· Data entry into accounting software as directed by Accounting or Executive Team.
· Assist in daily administrative activities involving A/R, A/P, Purchase Orders, and expense transactions.
· Assist in resolving payment issues with Vendors and/or Customers.
· Order office supplies and materials as needed.
· Sort and distribute mail.
· Regular, consistent attendance is essential to the function of this position.

Bent County Social Service – Las Animas, CO	                   7/2018 - 1/2019
Colorado Works Self-Sufficiency Case Manager
· Interview applicants and makes referrals to community and metro resources available; prepares related paperwork; maintains ongoing case management services. 
· Works with temporary assistance to needy families (TANF) applicants and participants who are required to participate in the Colorado Works program. 
· Responsible for monthly work participation rate and measures compliance in statewide Colorado Works program and holds participants accountable for participating in program. 
· Worked with other employees, departments/divisions, external entities, and the public in delivering effective and innovative services.  Provide holistic services to internal and external customers by seeking ways to integrate programs or services provided by other departments, divisions, and external entities.
· Processed all Leap applications.

CoreCivic – Las Animas, CO				            1/2018 - 7/2018
Administrative clerk
· Provided clerical and administrative support for various departments. Performed varied and moderately complex typing, clerical functions and related general office duties that require independent judgment in the use of work methods and procedures.
· Produce finished documents efficiently using word processing and spreadsheet programs.
· Independently edit documents making necessary corrections to include spelling and grammar.
· Maintain confidentiality and security of records in accordance with corporate and facility procedures.
· Oversee incoming and outgoing mail in accordance with applicable rules and regulations.
· Communicate effectively with staff, inmates and visitors; respond to verbal/written inquiries and requests.

Permaswage – Hawthorne, CA				            5/2012 - 11/2017
MRO Buyer/Purchasing Agent
· Responsible negotiating and placing purchase orders for assigned standard and non-standard produces services.
· Communicate and communicate to suppliers prescribed policies and requirements for quality, quantity and deliver schedule. 
· Required to consistently exercise of discretion and independent judgment to develop supplier source and to commit to company to purchasing contracts. 
· Review and determine adequacy of engineering specifications and material requirements for various items to be procured.
· Plan purchasing activities to achieve on-schedule or timely procurement at minimum cost consistent with required specification, quality and volume. 
· Develop invitation for bidders to assure consistency of supplier data submittal.
· Review supplier proposal to determine those terms and conditions.
· Execute standard company standard purchase orders within established monetary limitations. 
· Maintain records showing status of outstanding customer accounts in E1 software system.

NTK Aviation – Torrance, CA					     06/2008 - 10/2009
Purchasing / Customer Service Representative
· Responsible for all purchasing for assigned customer accounts.
· Communicate with suppliers on the phone.
· Enter purchase orders into database system.
· Fax request for quotes to suppliers.
· Communicate with overseas customers via email
· Apply all accounts receivables to appropriate customer accounts.

Kopykake Enterprises – Torrance, CA				      10/2003 – 7/2008
Customer Service Representative
· Process accounting transactions on a daily basis.
· Communicate with clients on the phone and email.
· Coordinate with freight forwarders regarding shipment of orders.
· Answer incoming customer service calls.
· Enter invoices and purchase order into the database system.
· Apply all accounts receivables to appropriate customer accounts.


Education:
Alameda Corridor jobs Coalition / Barton Hill Neighborhood Organization

International Business Trade Job Training Program		

Certification:                                                         8/2005 - 2/2006
Computer Education Institute
						
Certification:
                                                                        2/1997 - 10/1997
Banning High School	
High School Diploma                                                      Graduated: 1993




