JAMES CLARK
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Procurement Assistant
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@ SKILLS

Vendor Relations
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Procurement Processes
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Contract Management
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Data Analysis
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Supplier Negotiation

@ INTERESTS
#° DIY Projects S Crafting

O Meditation I History

¢ STRENGTHS

& Insightfulness [ & Integrity

LANGUAGES

English Arabic Swabhili

€ ACHIEVEMENTS

‘& Achieved a15% cost reduction in
procurement expenses through
strategic vendor negotiations.

:_" Streamlined the purchase order
process, reducing processing time by
30%.
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9 PROFESSIONAL SUMMARY

Detail-oriented Procurement Assistant with 5 years of experience in
managing procurement processes, vendor relations, and contract
administration. Proven track record in optimizing purchasing strategies
and ensuring compliance with procurement policies.

@© WORK EXPERIENCE

Procurement Assistant | & Jan/2022-Ongoing

Maple Leaf Consulting X Toronto, ON

1. Organized and managed procurement activities to enhance operational
efficiency and cost-effectiveness.

2. Utilized data management software to generate detailed procurement
reports and analytics.

3. Procured essential lab and non-pharmaceutical products for various
projects, ensuring compliance with procurement policies.

4. Executed purchase order filing and conducted data audits to maintain
accurate procurement records.

5. Monitored and documented contracts, grants, and invoices, ensuring
timely processing and compliance.

6. Drafted and reviewed procurement documents, including RFQs and
RFPs, for multiple supply chains.

7. Maintained and updated databases for vendor and internal office use,
enhancing data accessibility.

Procurement Assistant B Jan/2020-Jan /2022

Cactus Creek Solutions X Phoenix, AZ

1. Support procurement activities for the Broadcasting Board of Governors
contract.

2. Provide accurate data entry services as a Procurement Assistant in the
Office of Contracts.

3. Input financial and vendor information into the Federal Procurement
System efficiently.

4. Analyze contract files to identify and manage expired contracts with
unexpended funds.

5. Prepare documentation for fund de-obligation and contract
modifications for approval.

€3 EDUCATION

Bachelor of Science in Business gy Jan/ - Jan/
- . 2018 2020
Administration

University of California X Portland, OR

Focused on supply chain management and procurement strategies.
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