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SKILLS PROFILE

Professional seeking to leverage my experience while continuing to be challenged. My background in
Procurement, Legal, and Administrative careers represents a unique combination of disciplines. I have
the drive and determination to consistently achieve success as part of any organization.

ACHIEVEMENTS AND SKILLS

· Purchase and source equipment and materials for a variety of environments, including emergency vehicle upfitting, as well as a production plant with an annual spend of $25 million.
· Purchase order and schedule agreement placement with suppliers.
· Supplier relationship management to achieve strategic goals.
· Cross-functional coordination with production and warehouse inventory departments to achieve performance objectives and schedules.
· Developed and manage quarterly Supplier Performance Review process using ARIBA, a web-based business commerce tool.
· Proactively manage open order report to ensure timely delivery of materials.
· Coordinate multiple projects with aggressive time schedules to ensure inventory availability
· Throughout Expedite material to maintain production.
· Create and manage contract administration system.
· Contract support, including drafting and review.
· Assist with budget tracking and cost-savings strategies to achieve company objective of 3% reduction.
· Facilitate annual safety training in group settings and individually
· Recognize, initiate and lead process improvement activities.
· Demonstrate leadership and communication skills with the ability to motivate team members.
· Resolve invoice discrepancies.

COMPUTER KNOWLEDGE

· Extensive knowledge of all Microsoft Office Programs
· Intricate working knowledge of SAP on a corporate and small business level as well as JDE
· Problem-solve computer issues, both technical and software related

BUSINESS EXPERIENCE

September 2020 – Present	Administrative Assistant	Aggregate Industries, Inc.
February 2015 – July 2020 	Upfit Materials Supervisor 	Bearcom Communications
February 2012 – February 2015 	Buyer 	Swisslog Healthcare Solutions
August 2010 – August 2011 	Office Manager Assistant/Paralegal 	Otis, Coan & Peters, LLC
November 2008 – April 2010	Paralegal 	Woodward Governor
August 2007 – November 2008 	Paralegal 	JBS Swift & Company
January 2004 – August 2007 	Legal Administrator 	Hewlett-Packard Company
