Jon Yofan

1954 Claudia Avenue, Simi Valley, CA 93065

(818) 314-3613    Toolman150@AOL.COM

Objective
To pursue a challenging and responsible career within a company that will help broaden my abilities and skills, and utilize my experience and training.

Experience
Vendor Returns Coordinator

Kretek International – Moorpark, CA                                                                            May 2012 – Present

Responsible for processing all returns from our customers and working with our sales representatives on return discrepancy.  Collecting and organizing all damaged goods for returns back to vendors.  Work with buyers and vendors to get RMA’s and credit for vendor returns.  Update damaged reports and reviewing multiple computer programs for vendor information.  
Sports Coach
Phoenix Ranch School (Part Time) – Simi Valley, CA                                   September 2011 – May 2012
Head coach of the 3rd & 4th grade boy’s flag football team.  Teaching the players rules and techniques for them to learn and play flag football.  Instructor for 3rd, 4th & 5th grade Chess Club.  Teaching students how to play chess and helping them figure out strategies.  Head coach 5th grade boy’s basketball team.  Teaching new player the rules and plays of the game.  Helping last years undefeated team keep there title.   
Warehouse Supervisor
GSI Corp – Pacoima, CA                                                                                      October 2009 – July 2010
In charge of a new third party shipping process for the West Coast branch.  Supervised all operations including receiving, inventory and shipping for entire warehouse.  Wrote and documented all “Standard Operating Procedures”.  Oversaw all outgoing orders for accuracy, quality control and time assurance.  Ordered and maintained all warehouse supplies. 
Serviceman/Sales
Sandifer Pools – Simi Valley, CA                                                                    January 2008 – August 2009

Cleaned and maintained a 50 pool route.  Serviced and repaired motors and heaters.  Helped customers and brought in new business.
Floor Supervisor
Lamps Forever – Sun Valley, CA                                                                 March 2006 – November 2007

Worked with General Manager to organize and close down factory.  Handled freight companies for pricing, pick-ups and deliveries.  Supervised all monthly cycle counts and updated all inventory reports.  Helped with employee hiring and lay-offs.  Assisted with purchasing for all departments.  Organized merchandise for trade shows.  Made sure all customer orders were filled and shipped on time.  (Company Closed)
Sales/Receiving
California Landscape Lighting – Westlake Village, CA                                        May 2005 – March 2006

Worked with will call and phone customers with questions and sales.  Assisted Manager with shipping, receiving and other warehouse duties.  Maintained showroom displays and cleanliness.  Handled inventory cycle counts bi-monthly.  Helped promote company products and events to customers.
Salesman /Purchaser/Inventory Clerk
Quality Lighting – Simi Valley, CA                                                                September 2000 – May 2005

Sold and delivered product to retailers.  Hired, trained and managed sales force (8 Sales Representatives).  Handled marketing, photos of products, the internet and advertisements to procure new customers.  Ensured all merchandise was purchased, manufactured and delivered on time.  Managed all P.O.’s, accounts payables, receivables and collections.  Used QuickBooks for sales, inventory and tax needs.  (Company Closed)
Administrative Assistant

Washington Mutual – Northridge, CA                                                             August 1999 – October 2000

Created and tracked monthly reports from 3 departments.  Trained on all new technical software and systems.  Responsible for department safe keys and pass codes.  Procured and purchased all items from various vendors for 3 departments.  Reviewed all resumes for 3 departments and sat in on interviews.  Arranged travel plans for a Vice President and 3 Managers.  Attended computer classes given in house (Excel, Word, PowerPoint and Outlook).

ATM Fraud Investigator

Washington Mutual – Northridge, CA                                                           February 1997 – August 1999

Worked with customers and branch members to resolve all claims for lost or stolen money.  Credited and withdrew money from customer accounts.  Handled numerous claims daily.  Tracked fraud use on all customer ATM cards and accounts.  Kept tracking software working with out of state technical support.  Trained most new investigators.

Sales

Lamps Forever – Sun Valley, CA                                                                 January 1990 – February 1997

Sold products to furniture stores in California, Nevada and Arizona.  Maintained sales orders, collections and documentation of receivables.  Obtained new customers and handled all travel arrangements.  Worked with photographers for photo shoots and catalogs.  Oversaw purchase orders.  Coordinated and sold at trade shows.
Shipping & Receiving Lead                                                                

Responsible for filling orders from assembly to truck and tracked orders.  Maintained and ordered shipping and packing supplies.  Managed 8 - 10 employees.  Assisted General Manager in the hiring and firing for department.  Designed new products and packaging methods.  Casted, painted and assembled products.

Education

Simi Valley Adult School – Computer Technology                                  November 2006 – March 2007

Valley College – Liberal Arts                                                                           January 1996 – June 1996

West Valley Occupational Center – Foreign Auto Mechanics                    September 1989 – June 1990

Santa Monica City College –Architecture/Photography                              September 1988 – June 1989
Qualifications

Quick learner and enjoys working with others.  Extensive experience in cash management, purchasing, Excel, Word, Outlook, QuickBooks, Act!, UPS and Fed-ex software, Great Plains, CM Pro, DLX, inventory management, digital cameras and ACDsee.  Knowledge of PowerPoint, Adobe, PhotoShop and Macintosh.  Forklift Certified. [image: image1.png]



