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Summary

Enthusiastic, motivated professional with a background in computers and lifelong learner, seeking a teaching position in Japan. I am a creative problem solver able to function independently with general and/or specific guidelines and goals and have the flexibility necessary to understand student requirements and school guidelines for immediate and long-term needs. Brings an upbeat energetic approach to relationships with students and coworkers.  I have a love of people and Japan, wanting to help people learn English and live and learn from the people of Japan.
PROFESSIONAL EXPERIENCE
READING  AREA  COMMUNITY COLLEGE, Reading, PA                                               April 2009-Present
ESL/ GED Tutor
· Enhance student’s abilities with individual lessons.
· Work with instructors to identify student’s needs.
· Prepare students for their GED exams.
FASTENAL CO., Reading, PA                                                                                         2005-June 2009
Assistant Manager/ Outside Sales
Assist in the day-to-day operations of the branch location and expand sales in our territory

· Develop and execute sales plan in local area to meet or exceed sales goal.
· Managing account collections.

· Expediting vendor’s shipments to meet customer deadlines.

Security Guards, Inc., Wyomissing, PA





2004-2005

Security Guard

Responsible for security at university with enrollment of 9,800 full time and part time undergraduate and graduate students. 

· Conducted regular patrols of campus to ensure safety of all students and staff. 

· Established effective community relations with local police, fire and medical personnel.  

· Prepared and submitted written and oral investigation reports on-time and with a high level of confidentiality and accuracy. 

Restore N More, Manheim, PA






2003-2004

Carpenter

Assisted with carpentry and other detailed restoration work on historical structures; renovation and adaptation to buildings at Gettysburg Battlefield, Brandywine Battlefield area, etc. 

· Performed carpentry work, both interior and exterior according to regulations set by the American Historical Association. 

· Able to work with a variety of specialized and historic materials maintaining the quality of original structure. 

Paul Davis Restoration, Lancaster, PA           




2002- 2003 

Project Manager/ Coordinator

Responsible for the administration of overall projects including scheduling, shop drawings, pay requests, change orders and profit responsibilities. 

· Scheduled multiple contractors while maintaining well-organized workflow for reconstruction of homes due to losses from fire, water damage, etc.
· Worked with homeowners and insurance companies to expedite claims; allowing work to begin promptly minimizing the time clients were displaced. 
· Experienced in all phases of regulations, and utilized cost estimation programs to maintain compliance and produce accurate reports. Familiar with IRMS and Xactimate.

Lititz Home Services, Lititz, PA






1995-2002

Proprietor

Provided a full complement of repair and maintenance services for residential and commercial structures.
· Estimated hours, materials and lead time; implementing process improvements for a cost effective construction model.

· Initiated leads and effectively managed projects from planning phase through final construction. 
· Coordinated current and future space issues in order to identify reconfiguration needs. 
· Prepared complex quotes and proposals according to client needs and specifications. 
Home REPAIRS & Remodeling, Lititz, PA





1992-1995

Lead Carpenter

Oversaw completion of projects.
· Acted as liaison between customers and proprietor to maintain active communication and ensure that both parties were updated on any project issues. 
· Trained, coordinated and resolved problems with new employees ensuring immediate and continuing productivity. 
OTHER RELATED EXPERIENCE 

Neoplan USA, Honeybrook, PA








Purchasing Agent/ Expeditor

Served as the North American parts distribution for national bus manufacturer. Every bus in the product line is built in Germany.
· Through development of existing contact base and consultative approach to clients, sourced new suppliers to increase order development, reduce costs and improve lead-time.
· Analyzed and recommended improvements to purchasing/inventory control methods.
· Followed shipping process and manually tracked orders to ensured proper delivery and maximize customer service.  

Education

Penn State University, Reading, PA




                June 2008 

B.S., Business Administration:  Emphasis on Logistics and Information Sciences and Technology 

Penn State University, York, PA

A. S., Business Administration with emphasis in Logistics.

Penn State University, York, PA

Purchasing Management Certificate
Home Inspectors Training INSTITUTE, Milwaukee, WI

Home Inspection Certification

ASHI certified program for training in the inspection of structures for sale or purchase
