Crystal Osantowski
12661 James Circle  Broomfield, CO  80020
Cell: 720-938-2541  
Email: osantowski2212@msn.com


Profile Summary

· Professional buyer, offering seven years of extensive experience in purchasing and sourcing a wide variety of products, software, services and sub-contracts.
· Executed procurement and outsourcing plans, while working closely with cross-company managers, engineers and departments.  Coordinated with manufacturers, vendors, suppliers and subcontractors.
· Maintained close working relationships with vendors to problem-solve and improve service.


Key Skills

· Excellent negotiator and communicator.
· Decision Maker.
· Good analytical skills.
· Motivated self-starter.
· Confident and self-assured.


Professional Experience


Halliburton 							2014-Present
Associate Procurement Specialist

· Responsible for sand, chemical, and laboratory purchases.
· Maintain standard work policies and procedures for Procurement.
· Issues purchase orders in response to material requirements established by Manufacturing, Field Operations or Project Management.
· Expedites, de-expedites and issues change orders to meet manufacturing, field plant and or project demand.
· Analyzes and resolves basic issues Goods and Invoice Receipt Issues (GRIR) to obtain best quality, delivery and price for goods and services.
· Assists in assessing supplier performance
· Assists in creating request for quotations (RFQ) or organizing competitive biddings from various suppliers to obtain.
· Requests single and sole source justification and maintains files to support single and sole source supplier choice when applicable.
Merck & Co., Inc.							2006-2013
Sr. Buyer/Finance support/Accounts payable/receivable

· Responsible for laboratory, software, capital, service contract and sub-contract purchasing.
· Processing of daily invoices/liaise between vendors and accounts payable.
· Implement and manage asset recovery and disposition.
· Utilized project management skills in capital projects and daily purchasing.
· Office administration-meeting and travel coordination.
· Responsible for monthly finance reporting (forecasts, operating budgets, spend data and analysis) in coordination with finance director.
· Shipping/receiving-distribution of supplies, shipping of product, material handling.
· Audits-perform internal audits and execute documentation for external audits. 
· Cost accounting 
· Develop and maintain standard work policies and procedures for business operations.



MortgageDesignGroup.com						2002-2006
Correspondent Manager

· Develop, implement and manage office administration procedures to ensure daily operational effectiveness.
· Purchasing of office supplies, office equipment and maintenance.
· Human Resource administration-new hire processing, benefits, training coordination, payroll processing.
· Loan document and packet preparations.
· Accounts payable/receivable.
· Executive Support-travel and calendar administration.

Relevant Skills

· [bookmark: _GoBack]Customer service/client relationship management
· Sr. Buyer
· Capital procurement 
· Project management
· SAP/ERP Systems
· MS Word and Excel
· Accounts Payable/receivable
· Office manager and Human resource administration
· Comprehensive Project Management Workshop-Merck
· Yellow Belt Training-Merck
· Change Execution Methodology Training-Merck
· Inclusion-Merck







Professional References

· Bruce Stafford
Business Operations Director-Merck, Sharp and Dohme
720-841-7131

· Serena Straub
Co-worker/friend-Merck, Sharp and Dohme
610-213-7681

· Trisha Herzog
Co-worker/friend-Focus on kid’s pediatrics (1998-2000) and Merrill Lynch
303-550-5646


