CURRICULUM VITAE

Anne Scyrus
6811 Renata Circle
Houston, TX 77084
Tel: +1713-553-5807-  E-Mail: anne.scyrus@gmail.com


PROFESSIONAL HIGHLIGHT: 

· Professional buyer, offering over 10 years of extensive experience in purchasing and sourcing a wide variety of products and services.
· Executed outsourcing and procurement plans, while working closely with various departments’ managers, engineers and team members. 
· Coordinated proficiently with various manufacturers and suppliers.
· Maintained a close working relationship with vendors to problem-solve and improve service.


EXPERIENCE

Buyer/Scheduler						                  March 2008 –Present
Client: Expro Americas LLC  

Responsibilities:
· Obtaining best prices and lead time for raw materials and services by negotiating with various suppliers. 
· Reviewing and identifying components of Request for Quote (RFQ) and Request for Information (RFI). 
· Selecting the most appropriate vendor to quote customer and confirm that vendor complies with all customer requests. 
· Responding in a timely manner to customer inquiries by meeting the deadlines.
· Preparing weekly and monthly management reports as needed.	
· Create work orders and purchase orders for machined parts in accordance to API standards.
· Order raw materials for multiple product lines: Chokes, PRV’s, Burner Booms and Well Testing Equipment.
· Manage all aspects of Requisition process: competitive bidding, negotiation and awarding of contracts to vendors.
· Negotiate yearly contracts with various suppliers to minimize purchasing costs and inventory levels.
· Monitor inventory levels in accordance to the Master Requirement Plan (MRP), to project reorder points based on usage and forecast.
· Track and expedite purchase orders and work orders to ensure production and shipping schedules are met.
· Maintaining an effective supplier database to procure various services, equipment and materials.
· Work with Quality Assurance Group and vendors to correct any non-conformance issues.
· Research discrepancies in invoices with Accounts Payable and correct it with suppliers









Customer Relationship Management (CRM) Specialist
Client: Best Staff Services Agency (GPC )		                                          Feb 2006 – Feb 2008
	
Responsibilities:
· Utilize Kronos software to manage employee expenses, time entries, and procurement to purchase models. 
· Process W-2 and direct deposit request forms.
· Grant store managers access to view and edit time cards via Kronos. 
· Process Tuition Reimbursement requests. 
· Run Weekly and Monthly reports.
· Assist with Services date updates for pension, vacation and company seniority purposes.
· Assist the supervisor on the manager work queue and training new team members in the department.
                                

Buyer 
Client:  Best Staff Services Agency (Reliant Energy)                                        Feb 2001 – Nov 2005

Responsibilities:
· Manage all aspects of Requisition process: competitive bidding, negotiation and awarding of contracts to vendors.
· Issuing Purchase orders and verifying that vendors have received them.
· Track and expedite purchase orders to ensure production and shipping schedules are met.
· Negotiate yearly contracts with various suppliers to minimize purchasing costs and inventory levels.
· Maintain and keep current the Approved Vendor List (AVL) database to procure various services, equipment and materials.
· Research discrepancies in invoices with Accounts Payable and correct it with suppliers.


SOFTWARE/ERP EXPERIENCE
· SAP
· PeopleSoft
· Maximo 
· MS Products ( Word, Excel, Outlook, PowerPoint ) 
· [bookmark: _GoBack]Kronos








