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                                                      QUALIFICATIONS

· Strong analytical and problem solving skills
· Detail Oriented
· High personal integrity
· Outstanding listening skills enable quick learning and adaptability
· Able to work independently with minimal supervision; team player
· Personal demeanor reflects enthusiasm, ambition and proactive approach to customers
· Ability to handle and prioritize multiple tasks within a high pressure environment
· MS Office, Word, Excel

                                                             EXPERIENCE  

Lahey Clinic, Burlington, MA                                                                  2005 to 2015
PURCHASING AGENT
· Ordering, Expediting, Tracking 
· Providing training and customer service to numerous Departments including extensive problem solving
· Vendor selection and negotiating best service and price
· Creating and analyzing reports
· Service Contract implementation and Maintenance
· Interface with Accounts Payable for Invoice Resolution

Caritas Holy Family (Seward) Hospital, Methuen, MA                      2002 to 2005
Lead Buyer

                                                               EDUCATION

Associate in Science Business Administration
