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Employment History:
Corporate Interior Systems – Phoenix, AZ			10/2007-12/2013
Project Coordinator			            Jenni Henderson  602-243-7852

- Work alongside 2-3 salespeople
- Order entry
- Fax or email purchase orders to vendors
- Respond to any questions vendors may have about orders
- Double check vendor acknowledgements for order accuracy
- Email weekly status reports to clients
- Track order and shipment status
- If direct to site delivery, coordinate with carrier and installation team to        make sure both parties arrive to site at required time 
- Coordinate installs with install company and client
- Submit punchlist items to manufacturers
- Coordinate completion of punchlist items with install company and client
- Process any warranty claims with the manufacturer

Caremark – Phoenix, AZ						6/2006-12/2007
Inventory Specialist					 Steve Miller  602-431-5000

- Took inventory of product needed on the floor
- Pulled from back stock to fill floor inventory
- Received new inventory
- Processed returns
- Assisted in rolling out new process to return product to vendors for credit
- Assisted in the shipping department
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