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SUMMARY OF QUALIFICATIONS
 * Dedicated to creating and maintaining a professional image of an organization and its product and
     services 

*   Excellent customer relations skills resulting in increased customer loyalty and retention

*   Able to quickly establish and maintain a solid relationship with customers, management, coworkers and
     subordinates

*   Posses excellent supervisory skills, with an emphasis on identifying key personnel and motivation personnel to   
     the highest possible levels of achievement                                                               

*   Strong purchasing and managerial skills. Able to implement creative and effective procurement strategies in 
     order to increase profit and minimize loss levels

*   Thrive in deadline-driven environments and excellent team-building skills





PROFESSIONAL BACKGROUND REFLECTS DIVERSIFIED EXPERIENCE IN THE FOLLOWING AREAS:

          •   RFx                                                                                                     •   SUPPLIER QUALITY MANAGEMENT
          •   SOURCING                                                                                        •   COST MANAGEMENT
          •   BID EVALUATION                                                                            •   PERFORMANCE MANAGEMENT AND EVALUATION
          •   MERCHANDISING                                                                           •   MICROSOFT OFFICE SUITES
          •   NEGOTIATION                                                                                 •   MATERIAL AND SUPPLY OPERATIONS                                      
          •   EXPEDITING                                                                                     •   QUICK BOOKS
          •   CONTRACTING                                                                                •   PURCHASING AND COMMODITY DEVELOPMENT
          •   SHIPPING AND RECEIVING                                                           •   INVENTORY MANAGEMENT
          •   SUPPLY CHAIN                                                                                
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EMPLOYMENT HISTORY

     TRADEMARK CLEANING – HOUSTON, TEXAS
     Procurement Officer, 03/1996 to Present

     *   Full responsibility for the day-to-day operations of the business
     *   Purchasing and lnventory Control
     *   Replenishment of operational materials and stocking
     *   Scheduling
     *   Material Handling
     *   Responsible for profit and loss results
     *   Staffing and Training
     *   Customer Service
     *   Carpet Cleaning
      
     THE ELITE COMPANY – HOUSTON, TEXAS
     Supervisor, 02/1990 to 02/1996
     
     *   General Office duties
     *   Profit and Loss results
     *   Coordinate the effective delivery of newspapers to dealers
     *   Collection of Accounts from dealers
     *   Customer Service and Troubleshooting
     *   Liaison between the company and Houston Chronicle
     *   Newspaper Delivery

     GHANA COCOA BOARD – ACCRA, GHANA
     Procurement Officer, 01/1980 to 10/1988
     
     *   Administering contracts and supplier compliance
     *   Request for proposal, information and quotation (RFx)
     *   Selecting suppliers and measuring performance
     *   Expediting of orders
     *   Negotiations
     *   Evaluation of bids
     *   Pricing data base (Analysis)
     *   Sourcing
     *   Supply chain elements and material handling
     *   Letters of credit establishment
     *   Clearing and forwarding

EDUCATION
NEXT LEVEL PURCHASING – PA, USA.
INSTITUTE OF PURCHASING AND SUPPLY MANAGEMENT – STAMFORD, UK
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