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Purchasing Administrator - CAST CRETE USA
Denver, CO
michaelboone822_4ek@indeedemail.com 813-481-0246
Seeking permanent, long-term employment with an established and sustainable Company. Obtaining a position within a Company that will utilize and develop my vocational-technical experience and provide opportunity for advancement
Work Experience

Purchasing Administrator
CAST CRETE USA - Seffner, FL
March 2013 to Present
· Receive, process and complete billing invoices for the delivery/shipment of goods, products orservices rendered; this includes verifying the accuracy of billing records, reviewing purchase orders, sale receipts and packing list documentation, as well as resolving any related discrepancies 
· Perform ongoing administration on ICTs (Inner Company Transfers); encompasses monitoring in-houseinventory movement, adjusting inventory records to reflect product movement, completing inventory transfers, and communicating the gathered data with various branches/depts. within the Company * Review and compare relevant paperwork (delivery labels, tags, tickets, shipping manifests, etc.) to verify the weights and/or shipment contents on the facility's inbound/outbound trucks (vehicles) * Update and maintain spreadsheets via Microsoft Excel related to material aggregate (and other product) movement throughout the Company; assist with researching variances between material/ product movements
Senior Material Handler
CLEAVER BROOKS - Thomasville, GA
January 2012 to January 2013
· Verified and up kept incoming and outgoing shipment records; duties included receiving andrecording inbound materials/merchandise; in addition to assembling, labeling, and shipping outbound products/materials 
· Moved freight, stock, or other materials to/from storage, production areas, loading docks, deliveryvehicles, ships, and/or containers; involved utilizing hand trucks, forklifts, pallet jacks, scissor lifts, and other shipping equipment 
· Requisitioned and stored shipping material and/or supplies to ensure proper inventory stock levels
Material Handler II
LESLIE CONTROLS, INC - Tampa, FL July 2008 to December 2011 encompassed Export compliance/assistant and Gov't/Maritime shipments) 
 
· Packaged and crated production/manufacturing material for Gov't/Maritime outbound shipments 
· Provided detailed documentation per customer and freight forwarder need, including country of origininformation, hazardous material certification, certification of origin, etc. 
· Prepared bills of lading for truck shipments and airway bills for couriered orders going out of country.
 
· Utilized UPS Worldship program for documents and small package orders. 
· Prepared and sent packing list and export documents with shipment as mandated by forwarder andcustomer. 
· Made necessary copies, carton labels, shipping instructions to make invoices and other shippingdocuments packet. 
· Matched documentation, shipping and customer information with order and invoice. 
· Contacted carriers and freight forwarders to arrange proper coordination for export shipments. 
 
Material Handler 
· Responsible for the preparation and packaging of spare parts and finished products for shipments inaccordance with specifications 
· Prepare and construct the proper box, crate or carton as indicated on the customer order 
· Make visual inspection of the product and match product numbers to the customer order * Load and unload materials for outgoing shipments
Operations Host
ANHEUSER BUSCH CORPORATION - Tampa, FL
April 2006 to January 2009
· Responsible for providing various support tasks including: general park guest admission ticketmanager, which encompasses handling currency 
· Monitor and maintain the animal kennel within Busch Gardens theme park 
· Provide organizational skills which includes duties such as directing traffic for parking andadministering parking toll booth transactions 
 
COMPUTER EXPERTISE 
· working knowledge of database management (Great Plains, brief exposure to Collective Fleet - aFleet Maintenance program) 
· includes being proficient Microsoft Word, Excel, PowerPoint, Photo Editor and Outlook * Internet Explorer 
· Adobe Acrobat
Education

Tampa Bay Technical High School - Tampa, FL certification in Building Construction Technology
Simmons Career Technical School - Plant City, FL
Skills

Inside Sales, Office Administration, Warehouse Management, Purchasing
Certifications/Licenses

Forklift Certified
