CARMI BRUTON

10242 ne 197th st
Bothell, WA 98011
e-mail: carmi.bruton@gmail.com
Phone#: 425 891 4731
SUMMARY

Hands-on Supply Chain Analyst with a vested interest growing a company to reach its full potential. Through the ability to adapt rapidly, work effectively in a team, network and quickly build rapport within all company levels, while executing tasks precisely.

TECHNICAL SKILLS

· Windows (98, XP, Vista, Server 2003)

· Baan ERP, Agile, SMIT, PCOS, SONIC, ATS, CSTARS, SMRT, MARS
· MS Office: Outlook, PowerPoint, Excel, Word 

PROFESSIONAL EXPERIENCE

Fatigue Technology Inc., Seattle, WA

Buyer
03/2012-11/2012
· Purchase materials, parts, supplies, and equipment following established purchasing
policies and procedures while optimizing price, delivery, and terms
· Be heavily involved in the development of specifications, responsible for
investigating and identify qualified suppliers, issues requests for quotations,
determine method of procurement such as direct purchase or bid
· Negotiate with suppliers for price, delivery, and quality
· Act as a liaison between supplier and internal Engineering, Manufacturing, and
Marketing areas
Amazon, Seattle, WA
08/2011-01/2012
Project Manager/Buyer (Contract Position)
· Improvements related to the flow of goods from vendors to Amazon.
· Manage day-to-day operations for one of Amazon’s key businesses.
·  Work closely with both internal and external partners including operations, supply chain systems, vendor management, and customer service. 
· Day to day real time operational support, chronic issue resolution, and performing analysis and creating reports to identify areas of improvements.
Olympic Medical, Seattle, WA
06/2010 – 08/2011
Supply Chain / Buyer (Contract Position)
· Stay up-to-date and follow all Quality System procedures related to this job, which can affect the quality of products or services provided to our customers Assist buyers with Federal Business Opportunities notices

· Review, Control and Disposition RTV’s and MMR’s from the MRB Location. Maintain bidder/offer lists for the buyers

· Work directly with suppliers on MROs (Place orders, Expedite as required, etc). Expedite current or new orders, follow up on existing orders, resolve any purchasing cart issues and update as necessary the exception report. Prepare bid/proposal abstract

· Setup meetings and provide feedback to stakeholders regarding purchase orders & production orders (subcontract) updates. Prepare and maintain contract files; enter FPDS for modifications

· Other tasks may be assigned
NATIONAL OCEANIC ATMOSPHERIC ADIMIN, Seattle, WA  
06/2009 – 06/2010
Procurement Technician (Contract Position)
· Assist in entering/assigning purchase requisitions in the C.Buy system

· Assist buyers with Federal Business Opportunities notices

· Assists buyers with posting solicitations on the website

· Maintain bidder/offer lists for the buyers

· Provide and obtain information from contractors on contract requirements

· Prepare bid/proposal abstract

· Perform pre-award surveys on potential contractors

· Prepare and maintain contract files; enter FPDS for modifications

· Prepare letters requesting task order and delivery order proposals

· Prepare simplified modifications and task orders

· Prepare form letters (i.e. Notice to Proceed, Notice of Award and Notice to Unsuccessful Bidders)

· Make copies, prepares documents regular and Federal Express packages

· Assemble presentation materials

· Provide other clerical duties as they arises and other tasks as may be needed to assist the purchasing agents or contracting officers

· Knowledge of Simplified Acquisition Procedures as prescribed in the FARS (Federal Acquisition Regulation Supplement) and DFARS (Defense Federal Acquisition Regulation Supplement)

MICROSOFT, Redmond, WA  
07/2008 – 10/2008

Procurement Specialist (Contract Position)
· Verify specifications of purchase requests

· Convert purchase requests to purchase orders and process change orders for business partners or send to legal for approval

· Issuance of purchase orders to vendors

· Review and process contracts in close cooperation with Microsoft's Legal department, coordinate document signatures, open purchase orders, track approvals, vendor setup and perform updates of these as needed

· Assist users throughout the Company with details required in order to process purchase requests including troubleshooting of invoices and Purchase Orders

· Update purchase order files/purchasing logs/reports on a daily basis

· Created RFP’s for the managers and did all the RFQ’s

BOEING, Seattle, WA  
09/2007 – 03/2008

Supply Chain Analyst

· Conduct and manage the processes for procuring airplane spare parts or services for Commercial Airplane Services Global Services & Support Partners (GSSP) Material Management

· Responsibility for managing supplier-related activities and the authority to commit company resources through purchase orders, and other agreements

· Identifies and responds to customer supply chain management issues

· Processes and tracks supply chain requirements with internal/external suppliers to support demands and ensure best value

· Requirements analysis of product configuration, including individual suppliers' capabilities, product configuration, manufacturing processes and documentation, and government regulations relating to Spares shipments

· Evaluate the fulfillment of customer contractual commitments pertaining to the sale of supply chain products and services

· Works in a Lean Working Cell environment and follows Lean System Architecture and components of the Lean processes established to support Material Management

BOEING, Kent, WA 
03/2007 – 05/2007

Procurement Coordinator (Contract Position)
· Support analysis and management of procurement elements such as supplier cost, delivery and quality

· Database Administrator duties: limited updates, of databases (SQL, Access, SMIT, and SONIC) for procurement agents, management and other customers, to ensure data integrity and timeliness

· Collects, organizes, edits and provides data, from various computer systems and databases, under general supervision and instruction, to procurement agents and management, in order to effectively evaluate processes and performance within the procurement cycle

· Schedules and organizes meetings, records and distributes meeting minutes and agendas, processes and files forms and documentation, and performs other administrative tasks to assist in the efficiency of procurement operations

· Communicates with procurement agents and internal customers to assist with the identification and resolution of issues associated with the procurement cycle such as quotes, billing, contracts and other documentation discrepancies, ensured contractual compliance

MICROSOFT, Redmond, WA
07/2005 – 01/2007

Procurement Specialist (Contract Position)
· Procurement for the NBPG

· Asset  & Budget Tracking

· Desktop Support

· Manage Power-Line Lab

· Handle office-space issues

MICROSOFT, Redmond, WA
05/2005 – 07/2005

Administrative Assistant (Contract Position)
· Scheduled and maintained meetings for Director

· Ordered supplies, and coordinated travel, hotel and rental cars if needed

· Also input new employees in Headtrax, and took care of office space issues

· Managed budget, and expense accounts, I also created positions in Headtrax for new employees and contractors

MICROSOFT, Redmond, WA
10/2004 – 04/2005

Group Assistant (Contract Position)
· Scheduled and maintained meetings for Director

· Ordered supplies, and coordinated travel, hotel and rental cars if needed

· Input new employees in Headtrax, and took care of office space issues

· Managed budget, and expense accounts, I also created positions in Headtrax for new employees and contractors

· Tracked window server complaints in a database that I created in Access 

EDUCATION

· Defense Acquisition University (Working on, Acquisition Core Certificate) 

· North Seattle Community College (Currently Enrolled) 

· ITT Technical Institute (Electric Engineering) 

· BCTI (Accounting Certificate) - 







· Spokane Community College (AA Degree General Studies)

