PEGGY J. STAGGS
106 Oxford St.

Tomball, TX 77375

832-231-8156

Peggystaggs55@yahoo.com
Goal:  I aspire to exemplify a high level of professionalism where I can contribute, learn and grow in tandem with long term goals of the company.

Professional   Experience:
Detcon, Inc. 


Purchasing / Sales




 



      2012-2014

· Process and place all purchase orders on Made 2 Manage.

· Establish new vendor accounts and maintain data base of existing vendors.

· Daily planning meetings with project managers and planners.

· Tracking cost of replacement parts and rework cost savings.

· Preparing reports and spreadsheets for management as assigned.

· Develop supplier relationships through meetings with representatives from each company.
· Corresponding with vendors for quote and return by email and phone.

· Inventory of all products through Excel, resolving past due accounts 

· CSR Inside sales

· Corresponding with customers on the phone and by email to help them place their order.

· Processing sales orders.
· Establish new customer accounts.
· Organize update and maintain customer data base.
· Team oriented as well as working independently without supervision.

Classic Protection Systems







      2010-2012
Administrative

· Monitoring fire alarm notifications.

· Maintaining data base of customers.

· Verifying accounting discrepancies.

· Preparing daily reports.

· Preparing service orders for service calls.

· Corresponding with customers and monitoring companies.

· Scheduling of service calls for field technicians.

· Administrative duties to include; answering phones, typing reports, filing, faxing and email.

Phil’s Tractor Service

(Temp Assignment)



   
    2009-2010

Administrative Assistant 

· Corresponding with customers
· Appointment Setting 

· Negotiate Rates

· Some Sales Calls 

Valvtechnologies Inc. Houston, TX






      2007-2008

Expediter / Project Coordinator / MRO Buyer
· Research product lines and vendors for goods and services.

· Process and place all purchase orders on Made 2 Manage.

· Establish new vendor accounts and maintain data base of existing vendors.

· Daily planning meetings with project managers and planners.

· Tracking cost of replacement parts and rework cost savings.

· Preparing reports and spreadsheets for management as assigned.

· Conducting weekly safety meetings.

· Develop long term supplier relationships through meetings with representatives from each company.

· Corresponding with vendors for quote and return by email and phone.

· Inventory of all products through Excel, resolving past due accounts.
FMC Technologies, Inc., Houston, TX





      2006-2007
Expediter
· Reviewing Quality Notification for Material Review Board.
· Prepare and place purchase orders for goods and services in SAP and SRM.
· Establish new vendor accounts. Organize update and maintain vendor/product data.
· Research all product lines, pricing and sources.
· Implement cost savings initiatives by reducing transportation cost.
· Preparing shipping documents and tracking material from shipping to receiving.
· Inventory of all products through Excel, resolving past due accounts.
· Daily planning meetings with project coordinators, planners, and management.
· Tracking cost of replacement parts and rework cost savings.
· Preparing reports and spreadsheets for management as assigned.
Dril-Quip, Inc., Houston, TX






      2002-2006

Purchasing/Buyer
· Purchasing of all tooling, industrial equipment, chemicals, paint and coatings, maintenance supplies, janitorial, and office supplies for 800+ employee facility.
· Prepare and place all purchase orders in HP 3000.
· Maintaining inventory control in Excel.
· Maintaining vendor data base and client records.
· Creating a competitive environment for vendors.
· Meeting with clients to achieve best cost savings and services for company.
· Administrative Assistant to supervisor of tooling in machine shop.
Hays Information Management, Houston, TX




      1997-2002
Administrative Assistant to General Manager Customer service for material storage company.

· Answering multi-line phone system.
· Maintaining a database of customer / vendor records.
· Purchasing industrial equipment, office supplies, janitorial supplies and office equipment
· Processing work orders and purchase orders to expedite data from storage location to customer location including dispatch.
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