Jennifer Bolden
(804)837-0572       jennibolden@gmail.com
Objective
To obtain a challenging position with a company that will offer me a chance to utilize my education and background experience as an asset to the business.

Experience
	Universal Health Services
	                                                       9/2010-Present        


	

	Purchasing Supervisor
Provides supervision and direction for the day to day operations of the centralized purchasing function. Responsibilities include supervising the purchasing process by enforcing purchase order policies with employees at all levels of the supply chain. Works with facilities to ensure a seamless purchasing process from need to receipt of all products and services by helping to maintain inventory, pricing, returned goods handling and establishing reorder points. Prepares and reviews daily reports for internal and external audit. Identifies training requirements, and supports team building activities. Identifies ways of improving service to facilities and the ordering process. Coordinates with A/P to resolve vendor invoice discrepancies in compliance with GPO contracts and pricing. 
HCA                                                                                                                                                  3/2009-9/2010        


Purchasing Agent
Responsible for processing purchasing requests for all supplies, services, and equipment. Responsible for insuring all orders are processed in a accurate and timely manner, as well as identify and source viable substitute products to minimize the impact of backorders on customers need for supply. Ensure that all invoice and price discrepancies are resolved and the back order report is current.
	Virginia Correctional Enterprises                                                                                             
	2/2007-3/2009


Customer Service/ Office Service Assistant

Responsible for accurate data entry in all phases of the distribution center. Gathering receiving and assimilating nonstop generation of computer data to plan and surpass customer requirements. Demonstrate the ability to perform multiple tasks by maintaining customer inquiries regarding order shipments, order status, delivery status and accurate product information, while generating Return Material Authorizations and Invoices.

Education
	Liberty University Online                                                         Business Management
	     Current Student 

	Virginia Institute of Procurement Contracting Associate (VCA)
	                                        2008

	Amelia County High School                                                    Academic Diploma
	                                        2003


                                                              Skills
Experience with Lawson, eVA, McKesson pathways products, Citrix, GHX, Smart System, SyteLine ERP Software, materials management computer software knowledge, vendor/departmental purchasing function skills, basic accounting knowledge, strong trouble shooting, communication and interpersonal skills, strong Microsoft Office skills (Excel, Word, PowerPoint, Access), and excellent Customer Service skills.
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