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PROFILE & QUALIFICATIONS
A highly accomplished management professional offers across-the-board expertise and leadership in facilitating the planning, development, and execution of cost-effective procurement operation.  In addition, strong leadership experience in project management, office services operation, security, and corporate property & facilities management.
Provides excellence in personnel acquisition and development management, offers strong verbal & written communication and presentation skills.  Experience with vendor partnership building, offers strong analytical skills, reporting, and audit management.  Successfully negotiates to secure optimal vendor pricing, always pursuing means to reduce cost while improving quality and levels of service.  Has an honorable desire to join an organization with an opportunity to make a positive impact on a company’s success.

Procurement Management

Developing and administering departmental budgets;

Sourcing, qualifying and negotiating strong vendor relationships;

Managing complex contracts and procurement programs;

Handling multi-tiered business relationships with vendors, service providers and internal departments;

All aspects of Negotiations, documentation, processing and payment related to procurement;
· Offers strong negotiation skills, project and risk management experience.  Coordinates procurement matters with all departments: Corporate Management, IT Hard/Software, HR, Office/Facility locations or divisions, which include senior management.

Management & Leadership

· Emphasizes the importance of training, mentorship and performance development, resulting in minimal turnover rates through effective conflict resolution, employee relations and staff empowerment.

· Determined to build and oversee departments that are efficient, accurate and smoothly run, with teams that believe in superior quality performance standards and find satisfaction in their work environment.  A strong advocate for positive change and growth in business strategy.
Technology

· Well versed in MS Vista, Office Suite, XP, Excel, Word, Lotus Notes, Adobe Acrobat, Power Point, JD Edwards, AS/400, WIN PAC 1.17 Security systems, and Telecommunication systems.  Knowledge of E-Source, MRP, ERP, VMI, with the ability to adapt quickly to all online systems necessary to enhance operations.

PROFESSIONAL EXPERIENCE
*Western National Insurance Group, Minneapolis, MN (Years of service: 1986-2009)


Purchasing Manager (2001-2009)

Purchasing, Office Services Coordinator (1990-2001)

Purchasing, Office Services Supervisor (1987-1990)

Multi-functional role includes complete management of the procurement function for the entire organization, as well as management of Offices Services, postal systems, corporate records scanning and Facilities operations.  Interviews, hires, trains, guides and manages staff of 30 employees across these areas.  Offers key insight into long range planning, policy and direction of these departments and its relationship to the company’s success as a whole.

Purchasing

· Accountable for budget development and administration; all vendor sourcing, qualifying and negotiations; contract administration; management of all business procurement programs; regulatory and policy compliance; troubleshooting and problem solving.  Carefully monitors and maintains proper inventory levels and systems for all departments, equipment, supplies and facilities.  Prepares and system logs RFI, RFQ, RFP’s, category reviews, purchase orders, codes, process and record invoices.  Manages all documentation appropriate to support future audit requirements.

· Served as strategic buyer for multiple facilities (Edina, MN, Willmar, MN, and Seattle, WA); using online procurement systems with specific vendors saving time and increasing productivity levels.

· Aggressively manages vendors to attain best quality, pricing and service.  Investigates and negotiates improved contracts where possible to lower cost without sacrificing quality.  Maintains a strong vendor partnership through integrity and with positive communication style.  Authorized to procure and disburse payments to $35,000 without senior management approval/signatures.
Strategy & Profitability

· Worked with executive management on the development and execution of business strategies and plans that maximize profitability, achieve AM Best Ratings –A, ensure business continuity, and achieve overall corporate objectives.

Staff Management

· Wholly accountable for management of staffs across three departments. Recruits, selects, trains, evaluates, manages and supports the success of both full and part-time personnel. Diligently works to build cohesive teams, emphasizing continual improvement through training, personal development and strong support.  Ensures full understanding of position parameters and company expectations; rapidly and conscientiously handles employee conflict, disciplinary issues and terminations when needed.  Conducts daily / weekly / monthly meetings as appropriate to support departmental goal setting and unity.

· Communicates effectively with leaders throughout the organization, addressing concerns and working together on several committees to support company success.  Involved with the Security and Safety Committees, collaborating to ensure full OSHA compliance and enhanced facilities security.

Lease Administration

· Wholly responsible for coordinating property renovation, leasing and management of an office building with multiple tenants.  Secured and oversees property management firm that handles day-to-day activities.  Negotiations of contracts, compliance of contracts, applicable laws, rules, and regulations.
Projects & Achievements

· Sourced and negotiated cleaning contract for the organization resulting in an annual savings of $85,000.

· Coordinated overhaul of technologies for both mail process and corporate records scanning, resulting in a “paperless” office.

· Spearhead coordination and execution of 3 large department relocation projects/remodel, resulting in seamless change with minimal down time.

· Acquired and developed implementation plan for improving security by modifying facility accessibility levels.
· Sourced and identified a competitive security firm to provide enhanced security for the organization.

· Coordinated and executed several facility improvements – landscaping, automated doors, department & facilities remodeling, etc.

· Thoroughly redesigned and established update of storage facilities occupying 10,000 square feet.

· Organized and implemented Business Continuity & relocation plan for Procurement, Office Services and Facilities departments in the case of a disaster.

Purchasing Agent (1987) / Personal Lines Endorsement Clerk (1987) / Personal Lines Records Clerk (1986-1987)

EDUCATION & SPECIALIZED TRAINING
Bachelor of Arts Degree, University of Minnesota, Minneapolis, MN (3 yrs are complete towards BA)

Associates of Arts Degree, Anoka Ramsey Community College, Coon Rapids, MN 

(Dean’s List – Anoka Ramsey C.C.)

	Identifying Leaders (2008)
	Conflict Management (1998)

	Communication Training (2007)
	Do You Know These People (1998)

	Promoting Respect and Preventing Workplace Harassment (2007)
	Talking 9 to 5 on Gender Differences (1998)

	Drug Awareness (2006)
	Dynamic Diplomacy Classes (1997)

	Fair Labor Standards Act (2006)
	Facilities Management (1997)

	Preventing Slips, Trips and Falls: Strategies for Small Business (2006)
	Supervisory Training Classes (1997)

	Facilities Management II (2005)
	Safety Issues in the Workplace (1996)

	Communication with Diplomacy & Professionalism (2004)
	Coaching the Troubled Employee (1995)

	HIPPA Privacy Training Classes for Supervisors (2004)
	Drugs & Alcohol in the Workplace (1994)

	How to Handle Difficult People (2004)
	How to Solve and Prevent Tough Supervisory Problems (1994)

	Making Teams Work (2003)
	Purchasing I (1994)

	Mental Health in the Workplace (2003)
	Citizens Against Crime (1992)

	Performance Management (2003)
	Negotiate the Best Deal for your Company (1992)

	ADA and FMLA Classes (2002)
	Sexual Harassment / Discrimination (1992)

	Dealing Effectively with Unacceptable Employee Behavior (2002)
	Employee Assistance (1990)

	Discrimination in the Workplace (2001)
	The Changing American Workplace (1986)

	Employee Privacy (2001)
	The Fundamentals of Purchasing (1988)

	Working Well Together (2000)
	


REFERENCES
Ken Ledeboer

Innovative Office Solutions

1436 East Cliff Road

Burnsville, MN 55337

952.808.9900

Mark Young

Apple Automatic Food Services

3525 Kilmer Lane North

Plymouth, MN 55441

952.240.4657

Dwight King

Copy Images

5555 West 78th Street Suite K

Edina, MN 55439

952833.3623x15

