
Robert Smith 
Purchaser/Executive

PERSONAL STATEMENT

Proficient in problem solving, deadline driven Highly skilled in customer 
service with explicit attention to problem resolution Solid experience 
communicating with vendors.

WORK EXPERIENCE

Purchaser/Executive
DIXIE IRON WORKS -   2016 – 2019 

Responsibilities:

 Responsible for the procurement of materials necessary for the daily 
operation of the company, inventory control and the relationship with 
the suppliers.

 Manage the commercial relationship with vendors including but not 
limited to requests from vendors, resolve quantity and delivery issues.

 Assist in quarterly inventory with various consigned vendors and keep 
updated spreadsheets for such vendors to determine usage.

 Create purchase orders according to plant needs. Support accounts 
payable with correct and timely information.

 Follow reports, visual control, special orders, forecast formulation, sales 
projections, outsource projects, etc.

 Read and understand the information in the reports and act accordingly.
 Input and obtain information into accounting system; For example 

Create suppliers, create part numbers, update supplier least times.

Purchaser
ABC Corporation -   2013 – 2016 

Responsibilities:

 Purchased items from raw materials to clerical items, Utilized the CAD 
program, drafted items, Delivered tools, and shipped tools.

 I had a very significant impact on this job.
 Was able to juggle various jobs at one time.
 Was able to contract vendors and find many other vendors while 

utilizing local companies within the state line.
 Skills Used I acquired excellent communication skills as well as worked 

on project management ideas.
 Was able to plan accordingly and manage several different departments

throughout the years.
 Im good at multiple skills and enjoy working with people..
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SKILLS

Microsoft Office, SAP, 
Purchasing, Sales.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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