Amy Koch

2707 W Schubert, unit 1

Chicago, IL  60647

Skype: amy.koch11
amynicolekoch@gmail.com
Education / Certification

· University of Phoenix – Pursuing Masters in Elementary Education
· TESOL Certification – 2013

· Roosevelt University, Chicago – Bachelor degree in Professional Studies - 2006
Work History

January 2010 to August 2013
English Teacher - G for U English School, Okinawa, Japan, 098-894-5059, 
yasushi_maeda@gforu.com

Taught English conversation and grammar from 8 years of age to high school and exchange students and also adult English conversation classes.  Developed lesson plans for each class.  Met one-on-one with students with individual needs.  
September 2000 to October 2008

Senior Print Buyer -Bradford Exchange, Niles IL  60714 (847) 966-2770
Responsible for selecting new printers in Europe, liaison between departments and vendors, assigning new jobs, negotiating cost, maintaining various reports, inventory control, evaluating vendor criteria based on cost, quality, lead time, services, and capabilities.  Also, responsible for tracking shipments from factory to door, submitting weekly priority schedules to ensure vendor has orders, knows the order of high priority, and confirms their ship dates and costs.  Work with marketing in obtaining quantity projections.  Work with accounting department in helping maintaining inventory control, approving invoices, cost of goods, and cost variances.  Worked with decorators in China to help reduce and resolve quality issues.  Follow up with shipments from Europe to China.   Work with customs agents in tracking shipments and to help clear goods.  Work with UPS/Fed Ex by retrieving flight details and ETA of shipments and providing China factories with those details, along with shipping documents.

May 1993 to September 2000

Purchasing Agent -Tonn and Blank, Michigan City, IN  46360 (219)-879-7321

Maintaining Inventory control, quality issues, cost reports, liaison, negotiate cost with vendors, cost analysis, daily gross margins and sales journal reports, set up new accounts, assigning projects, reducing lead time, responsible for tracking door to door shipments, assigning materials to job sites, and provide customer service.

June 1988 to May 1993 

Customer Service/Sales/Bookkeeper -Pioneer Lumber, Chesterton, IN  46304, (219) 926-1191

Entering purchase orders, receiving, store sales, entering charge and cash orders, processing invoices, cash receipts, Inventory control, responsible for employee time cards, credit checks on new accounts, sales clerk, cashier, cross trained for two locations, interviewing new applicants.

References upon request

