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SUMMARY

Focused, analytical professional with a strong work ethic and superb attention to accuracy, details
and follow-up. Proven record ensuring critical deadlines are met. Outstanding rapport and 
communications with people from diverse backgrounds Excellent skills in organizing, planning, 
coordinating and problem-solving. Flexible/adaptable; rapidly assimilate new systems/procedures 
and work effectively as a team player or independent worker.

SKILLS

Purchasing, Buyer, Purchasing Coordinator, Negotiation, Expediting.

WORK EXPERIENCE

Production Control Expeditor
ABC Corporation  February 2001 – September 2003 
 Calculated and verified calculations from buyers to determine number of units per project, 

yardage of materials needed per item, etc.
 keeping buyers informed before purchases were made.
 Researched price points for fabrics and services to maintain project budgets.
 Processed purchase orders with vendors and set up shipment schedules, delivery times and 

locations for delivery.
 Coordinated and worked closely with warehouse, buyers, project managers and various 

vendors to ensure timely deliveries of materials and services.
 Worked with vendors on product selections, specifications, designers, bid submittals and 

purchase orders.
 Expedited material into warehouse and scheduled installations between vendors and resort 

personnel.

Expeditor
ABC Corporation  1996 – 2001 
 Located and delivered tools/parts for different areas of the building.
 Kept work area clean.
 Used forklifts and electric carts for delivery of tools/parts.
 Move molds to areas that requested them.
 Take completed parts to loading dock for shipment.
 Quickly learned my job and received raises to reflect that.
 Skills Used Experience using forklifts..

EDUCATION

AS in Management - (VALENCIA COMMUNITY COLLEGE - Orlando, FL)
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