O skiLLs

Effective Communication

Organizational Management

Scheduling Meetings

Project Coordination

Time Management

Negotiation Skills

@ INTERESTS

#° DIY Projects 8< Crafting

O Meditation Il History

@ STRENGTHS

@ Insightfulness ™ Integrity

- LANGUAGES

cCC

English Swahili Mandarin

€) ACHIEVEMENTS

‘¢ Streamlined contract processing,
reducing turnaround time by 30%.

‘¢ Successfully negotiated terms with
vendors, resulting in a 15% cost
savings.
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9 PROFESSIONAL SUMMARY

With a decade of experience in contract coordination, | excel in managing
contract lifecycles, ensuring compliance, and optimizing cross-functional
communication. My expertise in negotiation and risk assessment drives
successful outcomes while fostering strong relationships with stakeholders.
| am dedicated to enhancing operational efficiency and delivering accurate,
timely results in fast-paced environments.

9 WORK EXPERIENCE

Contract Coordinator

Quantum Solutions LLC

4 Mar /2019-Ongoing
X Phoenix, AZ

1. Managed the entire contract lifecycle from initiation to execution and
renewal.

2. Ensured compliance with legal and regulatory requirements across all
contracts.

3. Collaborated with internal departments to enhance communication and
streamline processes.

4. Reviewed and modified contracts to align with organizational goals.

5. Maintained detailed records and logs for all contract-related activities.

6. Assisted in the negotiation of contract terms and conditions with
stakeholders.

7. Conducted regular audits of contracts to ensure adherence to policies.

Contract Clerk

Cactus Creek Solutions

B Mar/2015-Mar / 2019
K Phoenix, AZ

1. Coordinated with external vendors and partners to facilitate contract
execution.

2. Developed and implemented contract management strategies to
improve efficiency.

3. Provided support in resolving contract disputes and issues as they arose.

4. Maintained comprehensive knowledge of organizational policies and
industry regulations.

5. Prepared and presented reports on contract performance and
compliance.

6. Trained team members in best practices for contract administration.

€3 EDUCATION

Bachelor of Science in Business
Administration

University of Springfield

& Mar / Mar/
2012 2015

X Toronto, ON

Focused on contract law, negotiation, and business ethics.
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