JACKSON TURNER

. Contract Coordinator

e PROFESSIONAL SUMMARY

Accomplished Contract Coordinator with 7 years of extensive
experience in managing contract lifecycles and ensuring compliance
with industry standards. Expertise in drafting, negotiating, and
executing contracts while optimizing operational processes. Proven
ability to collaborate with diverse teams and enhance stakeholder
relationships, driving project success and organizational efficiency.

@ WORK EXPERIENCE

Contract Coordinator & Apr/2021-Ongoing

Blue Sky Innovations X Chicago, IL

1. Support supply chain contract administration through
comprehensive legal and contract management.

2. Draft, review, and interpret contracts for various vendors, ensuring
compliance and favorable terms.

3. Conduct legal research to support contract negotiations and
interpretation.

4, Organize and track active contracts via Group Purchasing
Organizations (GPOs).

5. Create standardized contract templates and correspondence to
streamline processes.

6. Respond to inquiries regarding contract status and interpretation
from various stakeholders.

7. Advise supply chain buyers on contract terms and pricing strategies
while collaborating closely with the legal department.

Contract Coordinator B Apr/2018-Apr /2021

Lakeside Apparel Co X Chicago, IL

1. Led the standardization of a multi-family contracts database post-
merger, enhancing data accessibility.

2. Revised quality control processes to adapt to evolving operational
needs.

3. Coordinated cross-departmental collaboration to ensure project
alignment and efficiency.

4. Facilitated audits by providing thorough documentation and
research support.

5. Reported detailed audit findings and internal control measures to
enhance compliance.

6. Executed contracts with precision, ensuring timely and accurate
implementation.

() EDUCATION

Bachelor of Science in Business
Administration

e Apr/  Apr/
2015 2018

University of California X Phoenix, AZ

Focused on contract management and supply chain logistics.
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) sKiLLS

Technical Proficiency

Reporting Skills

Strategic Planning

Market Research

Financial Acumen

Adaptability

€) INTERESTS
¥ Podcasts & Language Learning

2 Dancing @ Cycling

() STRENGTHS

LANGUAGES

‘80%, ‘80%, ‘80%,

English Spanish Dutch

€9 ACHIEVEMENTS

5" Streamlined contract review processes,
reducing turnaround time by 25%.

“fy Negotiated favorable terms resulting in a
15% cost reduction across vendor contracts.
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