JUDY MCDONALD

15859 Gooseberry Way * Apple Valley, MN 55124

H: (952)432-8590 * C: (952) 426-5138 * jamc81553@hotmail.com

CAREER OBJECTIVE:   Purchasing/procurement/Inventory 
SUMMARY OF QUALIFICATIONS

· Ongoing Purchasing/specialized experience
· Hands on inventory management experience
· Ability to work effectively with people at all levels
· Knowledge of Excel, Word and numerous company specific purchasing software applications
· Capable of internet navigation, vendor websites and online order entry and order processing
EDUCATION

· BS Elementary Education, University of Wisconsin-LaCrosse, LaCrosse, WI

PROFESSIONAL DEVELOPMENT
· Conference for Women, August 2009
· Managing Multiple Projects, Objectives and Deadlines, May 2006
· How to be a Tough as Nails Negotiator, April, 2005

· Bargaining with Vendors and Suppliers, February 2002

· Assertiveness Skills for Managers and Supervisors, July 2000

PROFESSIONAL EXPERIENCE

Apr 2007 – Jan 2010 St. Catherine University, St. Paul, MN  
· Ordered and managed inventory of approximately 50 envelopes and letterhead stock, determining quantities to order, ensuring revisions were made according to standards set forth by the administration and ensuring timelines were met by the vendors

· Ordered office supplies, books, and medical supplies for two campus locations

· Worked with faculty and staff to provide ordering information and problem resolution for orders

· Tracked orders with vendors to insure timely delivery to the university

· Researched product inquiries from faculty and staff to find the best price and quality

· Managed and organized paperwork for annual Procurement Credit Card Audit, coordinated audit with student auditors, distributed and interpreted results for faculty and staff
Apr 2003 – Jan 2007 Buyer Aspen Medical Group, St. Paul, MN 
· Ordered and managed 400 plus forms and brochures to include determining order quantities, ensuring revisions were made according to standards set forth by the administration and ensuring timelines were met by the vendors

· Ordered medical and non-medical supplies for eight clinic locations

· Worked with clinic managers and supervisors to provide ordering information and problem resolution for orders

· Tracked orders with vendors to insure timely delivery to the clinics
· Researched product inquiries from staff to find the best price and quality
May 1999 – Apr 2003 Purchasing Assistant Aspen Medical Group, St. Paul, MN 
· Ordered books, magazines, office supplies, furniture, orthopedic and housekeeping supplies for nine clinics 

· Tracked orders to insure timely delivery by vendors

· Extensive interaction with clinic managers/staff via telephone

· Coordinated and resolved problem orders with vendors
· Reviewed invoices, reconciled to purchase orders and approved invoices for payment

· Processed receipt of goods transactions in purchasing computer system

· Maintained department purchase order files

· Entered orders on internet via vendor on line requisition system

Nov 1994 – May 1999 Purchasing Expeditor/Supply Technician MN Life Insurance Co., St. Paul, MN
· Provided work direction to two support clerks

· Responded to customer and vendor inquires via telephone, resolved problem issues

· Monitored inventory and stock levels for forms housed in warehouse

· Issued low inventory reports to initiate stock replenishment and maintained computer inventory to include updating of stock counts and reorder levels
· Typed purchase orders 
· Tracked orders with vendor to insure timely delivery
Mar 1992 – 1994 Customer Service Representative American General Finance, Burnsville, MN
· Responded to customer telephone inquiries regarding accounts

· Data entry of retail contracts and loans, issued checks to customers

· Processed customer payments, balanced with computer, resolved discrepancies

· Processed outgoing mail using metered postage machine

· Prepared contract reconciliation
Dec 1991 – Mar 1992 Relocated from Woodbridge, VA to St. Paul, MN 
1980 – 1991 Supply Assistant/Supply Clerk/Secretary Central Intelligence Agency, Washington, D.C.
· Managed and ordered supply of forms for stock

· Analyzed usage to determine quantities to order utilizing inventory data base

· Typed orders and tracked from initial stage to time of receipt to ensure prompt delivery

· Administered departmental budget

· Made stock recommendations that resulted in management acceptance and significant cost savings in printing

· Saved Agency money by streamlining purchasing approach

· Supervised several part-time and full-time clerical personnel

Special Awards

SILVER ASPEN LEAF AWARD WINNER:  Group award to Purchasing and Accounts Payable Departments for cost savings measures with several vendors, and for the consolidation of two accounts payable clerk positions into one position by streamlining processes

ASPEN LEAF AWARD WINNER:  For helping to keep department running smoothly during position vacancy and time of staff shortage during coworker's medical absence

EMPLOYEE OF THE QUARTER:  For outstanding support in responding to customer requirements, meeting deadlines during heavy workload and taking charge during absence of department manager

