Ms. Kristina Fisher
8442 Gulf Spring Lane
Houston, Texas 77075
Home (832)353-5153
19ksfisher86@gmail.com
SUMMARY OF QUALIFICATION
Seeking a Buyer position with your firm where my knowledge and skills will help to decrease expenditures while enhancing office operations. I’m a proven leader with over 6 years of experience working as a buyer in multiple aspects of the Oil & Gas Industry. I’m highly skilled in planning, organizing, and procuring merchandise from suppliers at the best price and quality. I have demonstrated excellent understanding of quality control and delivery requirements in compliance with company policy and procedure.
 Work well under pressure in a fast paced and ever-changing environment with the ability to comfortably multi-task and interact with diverse groups and individuals. 

PROFFESSIONAL EXPEREINCE
AMACS, Houston, TX
MRO Buyer 01/2015-02/2015
· Assured suppliers were on schedule and expedited as required

· Planned and formulated parts needs by analyzing MRP screens and reports

· Reviewed and maintained integrity of MRP parameters and provided data for key performance metrics

· Coordinated with incoming logistics to facilitate timely deliveries

· Participated in daily production meetings and relayed information back to purchasing department

· Maintained Kanban stock of bubble caps and risers

· Communicated effectively with internal functions and supplier personnel
Bilfinger Tepsco, Deer Park, TX

Lead Buyer 12/2013-09/2014
· Evaluated suppliers and assisted with contract negotiation for best cost.
· Purchased a wide array of consumables, safety supplies, small tools, etc.
· Entered new vendors  information into the database
· Assisted accounting with reconciling  problem invoices

· Established good vendor relationships

· Attended weekly procurement meetings with suggestions and open mind
· Tackled high volume of orders on a daily basis

· Expedited Hot/Rush orders accordingly
· Maintained current approved vendors list

· Used Microsoft excel spreadsheets daily to update purchase order logs

· Entered purchase orders via Access database.
· Assisted management with special projects.

Triyards Houston LLC a Division of EMAS, Houston, TX
Purchasing Admin-08/2013-11/2013
· Assist managers in purchasing/accounting projects
· Liaison between purchasing and accounting departments

· Assist in processing accrued invoices

· Attend production meeting weekly to take notes and enter them on spreadsheets

· Contacted vendors for PODs and updated invoices
· Contact buyers about past due invoices and kept them on track to processing

· Assist HR manager in special projects
Flexitallic L.P., Deer Park, TX
Purchasing/Expeditor-04/2013-07/2013
· Entered and placed purchase orders upon request
· Assisted manager in purchasing projects
· Solicited gasket quotes

· Purchased special gaskets according to customers specifications
· Reviewed weekly inventory; enter inventory orders, and closed orders once received
· Assist Accounting department by resolving issues with problem invoices
· Received requests for quotes (RFQ) from inside sales and forwarded quotes back
· Answer main phone line and direct each call to the correct extension when assisting receptionist
· Used QAD software, Fortis, and Microsoft Excel
· Establish great vendor relationships
· Expedited orders daily
· Proof read incoming orders for sales department and forwarded to scheduling department for further processing
· Notified sales associates about mistakes made on orders then corrected mistakes
Catalyst Handling Resources, Pasadena, TX
Purchasing/Administrator-12/2012-4/2013
· Implemented a Preferred Vendors list
· Enter Purchase orders upon request
· Answered main phone line and directed each call to the correct extension
· Greeted everyone who entered the office
· Assisted HR Manager with applications and processing applications
· Assisted Accounting department by reconciling invoices with purchase orders and remittances.

· Wrote checks for payment of remitted invoices.
· Set up shipments via FedEx on a weekly basis
· Filed, copied, printed, and faxed
· Set up accounts with rental car companies to help cut cost by receiving company discounts
· Implemented an expense report log for car rentals which was monitored daily and help cut overhead cost
Dril-Quip Incorporation, Houston, TX
Purchasing-06/2010-02/2012
· Executed the purchase order process, under the direction of the Purchasing Manager
· Increased productivity by consistently assisting my department & other departments with special projects
· Extensive knowledge and ability to negotiate best vendor terms, pricing and delivery based on specific budget and schedule requirements
· Performed work with a constant awareness of improving processes necessary for positive growth
· Placed orders and ensured product was shipped according to deadlines
· Made excellent decisions that resulted in improved production and workflow
· Found the highest quality goods possible by reading reviews and performing extensive research
· Considered price, quality, availability, reliability, and technical support when choosing suppliers and merchandise.
· Met with vendors about different products
· Worked directly with tool crib attendants and had access to the tool crib
· Entered company made tools into the system according to tool numbers
· Issued new tool numbers to new tools employee guides, binders with information on different tooling and machines
· Issued and entered Purchase Orders for/to different departments that didn’t have access.
· Monitored shipments to ensure that goods arrived within the required time, in the event of an issue I traced shipment in addition I followed up undelivered goods
· Vantage, Epicor, Microsoft Office
· Email, Fax, scanned, HP laser jet Printer, PO printer
· Transferred calls, Inventory Control
Piping Technology & Products, Houston, TX
Purchasing Agent-03/2008-05/2010
· Executed the purchase order process, under the direction of the Purchasing Manager
· Extensive knowledge and ability to negotiate best vendor terms, pricing and delivery based on specific budget and schedule requirements
· Performed work with a constant awareness of improving processes necessary for positive growth
· Placed orders and ensured product were shipped according to deadlines
· Assisted others in implementing their ideas and makes recommendations for further improvements
· Made excellent decisions that resulted in improved production and workflow
· Found the highest quality goods possible by reading reviews and performing extensive research
· Considered price, quality, availability, reliability, and technical support when choosing suppliers and merchandise
· Met with vendors about different products
· Typed, filed, faxed and scanned purchase orders
· Copied, E-mailed request for quotes (requisitions), received quotes and entered them onto an excel spreadsheet.
· Transferred calls to different extensions or to the operator, multi-tasked in fast pace environment
· Increased productivity by consistently assisting with special projects
· Inventory (data entry)
· Microsoft Office, File-maker database, Vantage, Openoffice.org
IGoFigure, Houston, TX
Customer Service Representative-12/2006-02/2007
· Generated software codes for customer orders.
· Assisted customers with registration process
· Answered and replied to overnight voicemails
· Transferred calls to the appropriate departments
EDUCATION

Candidate for Associate Arts in Business Management

Houston Community College

May 2016
