© sxiLLs

Supplier Relationship Management
e 6 6 06 06 06 0 00 O

Procurement Strategy Development
® 6 6 06 06 0 0 O

Contract Management
® 6 6 6 6 0 0 0 O

Process Improvement
® © 6 6 06 06 0 0 O

Regulatory Compliance
® 6 6 6 06 06 0 0 O

@ INTERESTS
% Surfing Q@ Martial Arts

O Community & Blogging
Service
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LANGUAGES

GENND GEEND GEEE
English Swahili Dutch

@ ACHIEVEMENTS

& Achieved a 30% reduction in
procurement costs through
strategic vendor negotiations.

‘& Streamlined procurement
processes, resulting in a 25%
increase in operational
efficiency.

Conducted market research to
identify new suppliers, increasing
the supplier base by 20%.

Implemented a new inventory
management system that

MIA TAYLOR

Procurement Administrator

& support@qwikresume.com ‘. (123) 4567899 9 Los Angeles

@ www.qwikresume.com

e PROFESSIONAL SUMMARY

Skilled Procurement Administrator with a decade of experience
in optimizing procurement strategies, vendor negotiations, and
cost management. Expertise in enhancing supplier relations,
driving process efficiencies, and leveraging analytics for
informed purchasing decisions. Committed to delivering
substantial savings and aligning procurement initiatives with
organizational objectives.

e WORK EXPERIENCE

Procurement Administrator
Seaside Innovations

g Jan [ 2019-Ongoing
X Santa Monica, CA

pa—

. Developed and implemented cost-saving strategies that

exceeded expectations by more than 22 percent.

2. Reviewed contracts used for the procurement of supplies,
services, and equipment necessary to meet overall
operational functions.

3. Established a standardized approach to budgeting, leading to
significant departmental savings.

4. Built and maintained strategic relationships with key suppliers
to enhance service delivery.

5. Independently negotiated and administered complex
contracts for goods and services, ensuring compliance with
legal requirements.

6. Oversaw all elements of purchased goods and services to
ensure quality and cost-effectiveness.

7. Implemented sourcing strategies aligned with corporate

objectives, strengthening competitive advantage in

procurement.

Procurement Administrator
Silver Lake Enterprises

& Jan /[ 2015-Jan [/ 2019
X Seattle, WA

1. Trained team members on procurement processes and asset
management.

2. Coordinated supply orders for multiple resorts and marinas,
ensuring timely delivery.

3. Collaborated with vendors for promotional materials and
retail sales initiatives.

4. Developed marketing proposals and managed social media
content to enhance brand visibility.

3 EDUCATION

Bachelor of Science in Business gy Jon/  _Jan/
Administration 2012 2015
University of California X Chicago, IL

Focused on procurement, supply chain management, and
business operations.

improved stock accuracy by 25%.
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