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                                                                            EDUCATION 
University of Massachusetts			  		Bachelor of Science: Criminal Justice		  
Lowell, Massachusetts                                         	  	               Dean’s List: Fall 2007, Spring 2008                                          
								
PROFESSIONAL EXPERIENCE
FAA Government Contract-LS Technologies						07/2009-Present Burlington, MA  								
Contract Specialist

· Working knowledge of policy and procedure associated with the Federal Aviation Administration’s Acquisition Management System (AMS).
· Analyze project requirements to provide recommendations to ensure that the program or project activities remain within scope and satisfy requirements in a timely manner within approved budgets.
· Perform analysis of proposals to establish compliance with the Statement of Work (SOW), specifications, and wage rates.
· [bookmark: _GoBack]Integrate procurement management processes to include but not limited to procurement planning, solicitation planning, solicitation development and release, source selections, Non-Disclosure Agreements (NDA’s) contract administration, and contract closeout. 
· Create contracts and purchase orders (PO) through the PRISM purchasing system.
· Compile and research information regarding vendors through SAM (System for Acquisition Management) to ensure proper competition for each initial bid.
· Participate in the procurement planning process with engineers, contracting officers, and the program office. 
· Utilize the GSA schedule to develop delivery orders for goods.
· Formulate Request for Proposal (RFP) and Request for Quotes (RFQ) through the FAA Contract Writing website (conwrite.faa.gov).
· Facilitate contract negotiations in order to ensure the best price/cost for the government.
· Execute and conduct market research for Government requirements.
· Evaluate and track invoice payments through the Delphi system.

FAA Government Contract-Acentia						               05/2007-07/2009 
Burlington, MA  								
Material Management Specialist

· Conducted routine clerical work in the receipt, storage, and delivery of material.
· Developed and reviewed expenditure reports utilizing Delphi Accounting Management System.
· Followed up with purchasers to track down missing documentation and addressed purchasing discrepancies. 
· Conducted inventories and maintained inventory records and reports.
· Created reports using DELPHI to review expenditures.

TECHNICAL EXPERTISE
Software: Microsoft Office Suite (Excel, Word, Access), Adobe Acrobat, Lotus Notes
Applications: PRISM-SAP, Acquisition Management System, Delphi an Oracle based system, System for Acquisition Management (SAM), GSA, FPDS, Contract Writing, eDOCS, MRP
Operating Systems: Microsoft Windows 97-2003, XP, 2007, 2010 
