
Robert Smith 
Purchasing Associate/Coordinator

PERSONAL STATEMENT

Seasoned, highly analytical, and resourceful candidate offering significant 
experience in all areas of production scheduling oversight, warehousing, 
inventory control, product management.

WORK EXPERIENCE

Purchasing Associate/Co-ordinator
ABC Corporation -   January 1995 – March 1999 

Responsibilities:

 Primary Process requisitions, purchase orders and related documents 
which can originate from Latin American Countries through the system.

 Maintain inventory and follows up to ensure receipt of proper quality, 
quantity and product codes as requested by the customer.

 Record product information and input product information into database
Sort, segregate, repack and label products per destination.

 Provide information on purchased products and inventory to the Export 
Division.

 Maintain records and files in support of purchasing function and duties.
 Perform general organization and clean-up of work areas and product 

storage areas.
 Duties as assigned by Management Secondary Deliver documentation 

or product samples to local government agencies.

Purchasing Associate
ABC Corporation -   1991 – 1995 

Responsibilities:

 Worked as the company purchasing agent, purchasing the companys 
tools and supplies, anywhere from bolts to office supplies.

 My objective was to keep the companys purchasing costs to an absolute
minimum, while maintaining product quality.

 Handled all the inventory, kept record of all the bolts, drill bits, and any 
tools used in the factory.

 Helped with payroll and did all the invoicing along with other office 
work.

 When certain types of items were needed, like sheets of metal, I would 
call the supplier and pick up the needed material.

 Not only worked with the employees on getting them the tools they 
needed but I also talked to the suppliers, quoting items to get the best 
price with the best quality.

 Performed and completed all these tasks with excellent customer 
service, keeping the factory employees happy along with the suppliers..

Education

Bachelor's in Supply Chain Management (Attending) - (Miami Dade 
College)
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Microsoft Word, Microsoft
Excel, Microsoft Office, 
Microsoft Power point.

LANGUAGES

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

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

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

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/

