Phaedra Kidd, Certified Procurement Manager (C.P.M.)
(720) 530-3707

10562 Falcon St                                                                                                                        
Firestone, CO 80504                                                                                          phaedrakidd@live.com                                                                                                                                                                                          
	Objective

	To obtain Senior Buyer and/or Customer focus position that will leverage my current skills and experience, allow me to increase my abilities, and to work with a highly motivated team in a Municipal, Government, Technology and/or Oil and Gas industry.

	Professional Experience

	Halliburton Energy Services
August 2007 – December 2013
Associate Field Buyer
Responsibilities:

· Responsible for the procurement of $3.6m - $5m in bulk commodities and materials per month.
· SPOC for the following areas: Production Enhancement, Sand, Cement, Bulk Plant, Wireline and Perforating, Chemical Plant, and Pump Shop.
· Confirm and expedite purchase orders.
· Provide proper documentation for all purchase orders that exceed my purchasing authority i.e.: HCM/OA agreement, Single/Sole source justification (SSJ), Bids on file or attached to the PO, ATF, etc.
· Receive and process invoices in a timely manner.
· Solicit competitive bids through Requests for Quotations (RFQ), facilitate negotiations, and evaluate supplier bids, in order to enter contracts for all vendors that will be working on-site or on a well site according to HSE business standards.
· Create contracts for any suppliers that have spend exceeding $250k in a 12 month period.
· Run a weekly past due report and follow up with suppliers to get the correct delivery date, and communicate the revised delivery date to my end customer.
· Monitor the blocked invoice report to ensure that nothing is older than 45 days, and resolve all issues that result from price, quantity, or freight discrepancies.
· Monitor GR/IR report to ensure that no items over 120 days appear resulting from conflicts with the quantity of goods received versus invoice received amounts.
· Ensure proper procedures are followed so that After the Fact purchase orders are not generated.

· Report a minimum cost savings/avoidance of more than $100,000 for the year.
· Reacting to changes productively to handle other tasks assigned.
· Manage supplier relationships.


	ImageSeller LLC. Golden, CO
July 2005 – August 2007

Senior National Promotions Buyer

Responsibilities:

· Responsible for the procurement of $100k - $500k in novelty, and apparel merchandise for Global brands such as Jack Daniel’s, Southern Comfort, and Finlandia Vodka.
· Recommended system and process enhancements to increase productivity.
· Reacting to changes productively to handle other tasks assigned.
· Manage supplier relationships.
Specific Duties Include:
· Prepare purchase orders, create SKU Data sheets, and procure raw materials / finished goods according to established procedures.
· Confirm and expedite orders by verifying and obtaining price information.
· Solicit competitive bids through requests for quotations (RFQ’s) conduct negotiations, and evaluate supplier bids with internal brand representatives. 
· Analyze reports, identify required action, and communicate order updates.
· Provide effective support and communication to stakeholders and suppliers.
· Invoice customers upon receipt of finished goods to include cost of goods, freight charges, and margin if applicable.
· Resolve receipt and voucher discrepancies resulting from conflicts with price, quantity, freight, and quality.
Molson-Coors Brewing Company via Precision Recruiting, Golden, CO
May 2004 – July 2005 
Purchasing Support Coordinator
Responsibilities:

· Support and assist 2 to 4 chemical and machinery purchasing agents.
· Primary point of contact for internal and external vendors. 
· Provided a high level of customer satisfaction.
Specific Duties Include:

· Prepare, create, and file purchase requests, orders, and contracts.
· Editing, updating and filing of machine and chemical contracts.
· Ensure timely delivery of parts and chemicals.
· Tracking orders and inputting confirmations.
· Review and ensure accuracy for complete orders.
· Verify inventory, price, and delivery quantity.

· Generate resolutions to open items reports.
· Maintenance changes to purchase orders including fees, service charges, quantity changes, etc.

	Unaxis Optics, Golden, CO
June 2002 – May 2004
Prototype Customer Service
Responsibilities:

· Training existing product team with SAP.
· Leveraging my knowledge of SAP (Version 4.6).
· Learning ISO 9000 & 9001 procedures for clean rooms.
· Interfacing with internal employees in other countries.
Specific Duties Include:

· Inbound/Outbound prototype customer service rep.
· Create Bill of Materials (BOM’s), and Routings for color wheels.
· Order analysis for design and specification accuracy.
· Quality control of color wheels.
· Reading and understanding schematics for color wheels.

	Adecco Personnel Services / Avaya Inc. Northglenn, CO
October 1998 – April 2001

Customer Service Rep / Assembly Technician

Responsibilities:

· Customer service and global order assurance.
· Well defined customer service, problem solving, and organizational skills.
· Data entry.
· Customer service.
· Order analysis.
· Return authorizations.
· Quality control.

· Shipping coordination for domestic U.S Lucent Technologies/Avaya customers.

· Assembly, installation, testing, and inspection of circuit pack configurations for Prologix, SCC, and IP600 PBX cabinets.

	Certificates
Certified Purchasing Manager (C.P.M.) received March 2010

Qualifications

	· SAP
· Progress
· MS Outlook

· MS Word

· MS Excel
· MS PowerPoint
	· Customer Service Skills

· Highly organized

· Problem solving skills

	Education

	Front Range Community College, Westminster, CO

	References

	References are available upon request.


