Jane Doe
1234 ABC Street • City ABC, State ABC • (555) 555-5555
	Objective
	A purchasing position offering the opportunity for initiative, growth, and success

	
	

	Skills
	Creative, efficient and diligent problem solver who is motivated to exceed position requirements. Areas of skill include:

	
	

	
	· Purchasing: Develop outstanding vendor relationships. Excellent negotiator with a proven history of attaining best price and best delivery. Extensive experience purchasing steel, carbide, MRO products, silver solder, office supplies and packaging. Knowledge of MRP.
· Financial Management: Daily financial management, AP/AR, payroll, payroll tax liabilities, analyzing and projecting cash flow.
· Inventory Control: Forecasting and planning, inventory/warehouse management.
· Computers: Windows XP, MS Office 2000 (Word, Excel, PowerPoint, Access), 4th Shift (v.6.0), dBase, Lotus Notes, Quattro Pro, Platinum, Olympic, networks.

	
	

	Experience

	Buyer, XYZ Corporation, City XYZ, State ABC

Global Alternative Propulsion Center (GAPC)
	3/00-1/01

	
	· Purchased prototype parts for research and development of innovative fuel cell technology, totaling $10-15 million annually.
· Managed all aspects of RFQ, the competitive bidding process and the negotiation and award of contracts to vendors worldwide.
· Organized product application workshops for suppliers. Worked closely with engineering and other GAPC facilities worldwide; maintain strict security protocols.

	
	

	
	Integration Account Executive, Company ABC, City ABC, State ABC
	4/99-3/00

	
	· Sales of network solutions for new and existing customers, including all brand name hardware, software, and conversions required for the network computing environment.
· Provided network assessment, extensive documentation, ongoing customer communication, and project management through all phases of sale, installation, and follow-up.
· Consistently met or exceeded sales goals; recipient of Teamwork Recognition Award.

	
	

	
	Buyer, Company XYZ, City ABC, State ABC
	5/98-3/99

	
	· Purchased full range of metals, including brass, copper, aluminium, and stainless steel; ensured precise planning for optimal product turnaround time for distribution center.

· ISO 9002 and QS 9000 certified.
· Reduced several MRO and steel products by 25% or more.

	
	

	
	Purchasing & Planning Coordinator, XYZ Industries, XYZ City, State ABC
	6/96-5/98

	
	· Managed purchasing, scheduling, production and shipping, generating $5 million in annual sales; approved and allocated operating expenses; analyzed and projected cash flow; supervised staff of five for manufacturing facility.

· Produced 20% savings in purchasing rates for silver and 10% for steel.
· Established computerized inventory control for raw materials, WIP and finished goods.

	
	

	
	Assistant Manager, The ABC Group, ABC City, State ABC



	8/95-6/96

	
	· Led, trained, and managed team of 14 account executives; created daily, weekly and monthly goals; developed analytical sales reports for senior management. 

· Promoted from Account Executive (8/95-1/96); ranked #1 in the Southern Region.

	
	

	Education

	B.S., Business Administration/Marketing, XYZ University, State ABC
A.A.S., Business Administration/Marketing, ABC University, Alfred, State ABC
	12/92
5/90

	
	

	Affiliations
	American Marketing Association


