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EXPERIENCE -
   September 2010 - March 2018, Pro Builders Inc.  Denver, CO   	Customer 
Service/Purchasing
· Created National Center to Manage all aspects of Customer Service.
· Single Point of Contact for Engineers, Customers and Vendors.
· Facilitated increase from 35 to over 450 consultants and contractors.
· Helped to grow and manage revenue from two hundred and fifty thousand to over thirty million.
· Developed and maintained relationships with all levels of Project Site Managers.
· Increased Supplier performance from the first rating of 68% to 96% satisfaction.
· Prepared all Quotes, Requisitions and Purchase Orders on projects including calculating steel prices.
· Created and Managed Supplier Program for the Midwest Region.
· Built a relationship with over 50 suppliers.
· Created standardized and centralized processes and documentation for Supplier Program.
· Issued and maintained Installation Agreements.
· Maintained construction schedules for Project Managers and Engineers.
June 2005 – August 2010, Synova, Westminster, CO National Account Manager
· Developed and maintained relationships with all levels of Management at IBM and with IBM Customers.
· Cultivated strong relationships with Partnering Companies.
· Developed and managed a program for vendor submittals to IBM requirements.
· Passed IBM Compliance Audits with 100%.
· Ranked 8th out of 45 National Suppliers on the 2008 Supplier Performance Evaluation.
· Facilitated the growth from 70 to over 275 consultants.
· Responsible for over 50 direct vendor placements and 150 Subtier Employees in under one year.
· Helped to grow and manage revenue with IBM from seven million dollars to over twenty million per year.
October 1999 - May 2005, Synova, Westminster, CO   Subtier Liaison/Human Resource Manager 
Supported national accounts: IBM, Lockheed Martin, Ball Aerospace
· Identified staff vacancies for recruitment, interviewing process, and selection of applicants.
· Handled difficult staffing issues, including understaffing, grievances, employee terminations and administered disciplinary procedures.
· Advised managers on organizational policy matters such as equal opportunity employment, sexual harassment and recommend needed changes.
· Served as a link between management and employees by handling questions, interpreting and administering contracts, and helped resolve work-related problems.
· Coordinated and supervised work activities of subordinates and staff relating to employment, compensation, labor relations, and employee relations.
· Maintained records and compiled statistical reports concerning personnel-related data such as new hires, transfers, performance appraisals, and absenteeism rates.
· Analyzed statistical data and reports to identify and determine causes of personnel problems and developed recommendations for improvement of organization's personnel policies and practices.
· Conducted exit interviews to identify reasons for employee termination.  Provided terminated employees with outplacement or relocation assistance.
· Prepared and maintained budgets for personnel operations.
· Studied legislation, arbitration decisions, and collective bargaining contracts to assess industry trends.
· Developed and/or administered special projects such as pay equity, savings bond programs, day-care programs, and employee awards.
· Contracted with vendors to provide employee services, such as transportation and relocation services.
EDUCATION -
Kaanapali Academy 1980 Northwestern University 1981


