William R. Robertson
17 Linden St. Apt.A • Rockland, MA 02370
781-534-3557 • wrobertson66@yahoo.com
EDUCATION


Framingham State University, Framingham, MA







            

Bachelor of Arts in Political Science concentrating in Public Administration






 May 2009
Minor: Business Administration
WORK EXPERIENCE


Norwood Hospital, Norwood, MA









   July 2012 to January 2014
Assistant Buyer
· Review and ensure completeness, authorization and accuracy of requisitions, monitor the status of orders and trace delinquent arrivals from Purchase Orders; Process purchase orders for specialty items and rental equipment.
· Build and maintain strong relationships with vendors, resolve issues and identifying alternative vendors as needed.
· Coordinate all product recalls / correction notifications ensuring compliance with FDA standards / regulations.

· Assist end users with any purchasing related issues including capital purchases.
Arbour HRI Hospital, Brookline, MA








        May 2011 to July 2012
Purchasing Agent / Assistant Human Rights Officer / Medical Records Clerk
· Negotiate the best vendor terms including pricing and delivery; identify new or alternative vendors as needed.
· Responsible for maintaining medical / surgical supply inventory for the entire hospital.
· Monitor the status of orders and trace delinquent arrivals from Purchase Orders ensuring correct supplies are received.
· Process and receive Purchase Orders for specialty items / drop shipments, resolving problems with purchased items as necessary.
· Review patient complaints; work with department managers to resolve, educate staff, and report findings.
· Perform various functions in medical records ensuring all paperwork is complete and accurate while maintaining proper patient charts.
South Shore Hospital, Weymouth, MA







              July 2008 to December 2009
C.P. Specialist

· Process and distribute surgical supplies / equipment to for sterilization while maintaining appropriate storage facilities.

· Maintain proper documentation and records adhering to Joint Commission standards and regulations.
· Provide support to surgical staff to ensure open communication and interdepartmental relationships.
Burger King, Randolph, MA








       January 2001 to December 2004

Shift Supervisor/Training Coordinator

· Trained all employees on all existing and new policies, procedures, and essential job duties and responsibilities. 

· Supervisor of 30 employees including performance evaluations and place product orders as necessary.
· Managed store inventory of perishable products and paper products, operated cash register and various maintenance functions.

LEADERSHIP ROLES AND VOLUNTEER WORK


Student Government Association, Framingham State University




            September 2005 to May 2009
Student Senator 
· Represented the student body by serving on various Standing, Ad-hoc, and Governance committees: Executive Board, Financial Committee, Dining Services, Academic Policies, Student Affairs, Legislative Action Coalition, and All College Committee

· Supervised, reviewed, formulated, and approved all fiscal year budgets for all student funded organizations.

· Performed various administrative and office tasks, providing assistance and support to the college community.


Massachusetts Department of Higher Education Student Advisory Council



            September 2005 to May 2008

Student Representative
· Represented Framingham State University while joining student leaders from all State Universities, Community Colleges, and UMASS systems to provide a student viewpoint to the Massachusetts Department of Education on important issues pertaining to public higher education.
COMPUTER KNOWLEDGE


· Windows platforms 95, 98, 2000, NT, XP Home Edition, XP Professional Windows Vista, and Windows 7.

· Microsoft Office 97 and higher; includes Word, Excel, PowerPoint, and Outlook.

· Meditech, Lotus Notes, Internet Explorer, Mozilla Firefox, and Google Chrome.

