ISABELLA CLARK

Lead Purchasing Assistant

support@qwikresume.com
(123) 456 7899
Los Angeles

www.gwikresume.com

SKILLS

Procurement Software Proficiency

Data Analysis And Reporting

Presentation Development

Documentation Management

Data Entry

Vendor Management And Negotiation

INTERESTS
Birdwatching Traveling

Sports Coaching Knitting

STRENGTHS

LANGUAGES

English Swahili Arabic

ACHIEVEMENTS

Achieved a 15% reduction in
procurement costs through strategic
vendor negotiations.

Streamlined inventory processes,
resulting in a 20% improvement in
order accuracy.
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PROFESSIONAL SUMMARY

Strategic Lead Purchasing Assistant with 7 years of experience in
procurement and inventory optimization. Adept at negotiating contracts,
managing vendor relationships, and implementing cost-saving initiatives.
Proven ability to enhance supply chain processes and collaborate
effectively with cross-functional teams. Committed to driving operational
efficiency and delivering exceptional results for organizational success.

WORK EXPERIENCE

Lead Purchasing Assistant B May /2021-Ongoing
X Toronto, ON

1. Provided comprehensive administrative support to Buyers and Project
Managers in the engineering sector, enhancing procurement efficiency.

2. Addressed discrepancies in purchase orders by liaising with vendors,

ensuring accurate billing and shipping.

3. Assisted in the preparation of formal bid documents to comply with

federal and state procurement regulations.

4. Managed ordering processes for materials and supplies, ensuring timely

delivery through effective vendor follow-up.

5. Logged and tracked purchase orders from various departments,

guaranteeing on-time delivery for critical projects.

6. Enhanced contractor safety documentation, promoting adherence to

corporate safety and environmental policies.

7. Executed vendor management strategies to control costs and ensure

timely receipt of goods.

Jr. Purchasing Assistant # May /2018-May / 2021
K Chicago, IL

1. Ordered products, scheduled deliveries, and maintained inventory levels
across U.S. and Canada divisions.

2. Developed an internal program to improve rebate tracking, maximizing

credit recovery opportunities.

3. Supported purchasing department initiatives through various projects

and tasks, enhancing team productivity.

4. Maintained special order reports in collaboration with sales teams to

ensure accurate distribution.

5. Researched product availability from multiple suppliers to secure

competitive pricing.

6. Analyzed sales trends to determine optimal order quantities, ensuring

inventory alignment with market demand.

EDUCATION
Bachelor of Science in Business pgg Mav/  May/
. e . 2015 2018
Administration
K Chicago, IL

Focused on Supply Chain Management and Procurement.
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