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Operations / Supply Chain / Project Analyst

Accomplished, versatile professional with experience in operations, supply chain functionality and project management. Well organized with attention to detail and accuracy in a high-pressure fast-paced environment.  Excellent track record in exceeding corporate goals and objectives.

Expertise
	· Contracts management

· Purchasing, inventory control

· Customer service and sales

· Document Research Analyst
	· Negotiations and arbitration

· Forecast sales, develop budgets 

· Supervision, team-building

· Develop marketing materials


Computer Proficiency: Word, Excel, PowerPoint, Access, AS400, People Soft, JD Edwards One World, Baan ERP/MRP, Procuri-internet based contract software, proprietary MRP – DBA/EVO

PROFESSIONAL HIGHLIGHTS/ACCOMPLISHMENTS 

Cost Savings

· Created supplier score card system confirming average cost savings per supplier of $3744 or 5% of annual spend

· Negotiated sale of obsolete inventory of raw material to key supplier; returning $67000 to the bottom line

· Achieved asset cost reductions of  $35,000 - $60,000 annually from 1991 through 2000
· Developed 12 month review of all purchasing spend by category of goods

Process Improvement

· Implemented new enterprise wide contract manager application tool as a team member that delivered structured, detailed management information in a more timely manner

· Developed and implemented Quality Audit Checklist for weekly/monthly review for contracts

· Initiated and created internal tracking process for managing outstanding contracts and addendum

· Implemented district-wide purchasing for four branch distribution facilities –Missouri and Kansas 

· Instrumental in implementation of Special Projects for Enterprise-wide procurement system including: Updated information of H&R Block intranet website for communication to over 10,000 offices worldwide

· Developed and wrote specific plans and purchasing procedures for automated purchasing system

Inventory Management

· Achieved and maintained ISO 9002 standards for fill rate percentage, day’s supply, supply chain management efficiency 

· Assisted in the implementation of the Baan ERP/MRP inventory and manufacturing control system 

· Established management financial reports for inventory levels, turnover, purchasing, usage/service levels 

· Revised/updated scripting utilized in the service center for customer service associates

· Developed various Excel spreadsheets used by entire procurement department on daily basis that brought efficiency and uniformity to processes
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EMPLOYMENT CHRONOLOGY

HOMELAND SECURITY, Lees Summit, MO September 2008-Present

Document Research Analyst 

Perform analysis and review of immigration cases relating to Freedom of Information Act (FOIA) and Privacy Act (PA). Determine correct exemptions to apply for proper release of requested information, based upon the sensitivity of the case(s) involved. Achieved level of Subject Matter Expert within 90 days.

Prier Products, Grandview, MO, July 2007 – April 2008 

Purchasing/Materials Manager

Manage day-to-day domestic and international purchases of all material used in manufacturing. Ensure that correct costing, accuracy, letters of credit, etc, are updated into the company MRP system. Maintain and research new supplier relationships as needed, qualifying and certifying as suppliers.

Meridian IQ, Overland Park, Kansas, August 2006-July 2007  

Senior Contracts Analyst

Manage contract process for new and existing transportation carriers. Create client specific pricing agreements as dictated by transportation industry.  Maintain and enhance carrier relationships. Interface with other company departments including sales, logistics engineering, accounting, freight, audit & pay.

H&R Block, Kansas City, Missouri, February 2004-June 2006
Operations/Administrative Support Specialist II

Responsible for problem analysis, research, data gathering, tracking, routing, and resolution of field inquiries with emphasis on customer satisfaction. Processed requests for distribution of funds, fee management, duplicate document requests, interest dividends, and cost basis analysis. Maintained and prepared contractual support agreements for all franchise locations. Worked with analysts and other team members to improve efficiency of the Enterprise Sourcing & Settlement Department.

Sprint-Overland Park Sales Center, Overland Park, Kansas, December 2002-December 2003

Small Business Consultant/Special Billing Projects

Called businesses nationwide; sold new business telephone service products. Assisted in pilot program to streamline customer billing.

Wesco Distribution, Electrical Wholesaler, Kansas City, Missouri, October 2000 – September 2002

District Purchasing and Inventory Control Manager 

Purchased and controlled electrical and electrical parts inventory for 4 branches.

Universal Manufacturing Company, Kansas City, Missouri, January 1991 – August 2000

Director of Purchasing-Managed purchasing and inventory control for major Gaming manufacturer; consisting of raw material of paper, corrugated boxes, ink, adhesives, and other materials for MRP production.

EDUCATION 

Bachelor of Science, University of Missouri, Columbia

Contracts – Business Law, YRCW Learning Center

Homeland Security Clearance/Information Awareness Training 2008

Continuing Professional Education - Multiple Purchasing, Inventory and Advanced Industrial purchasing seminars though Aurecott, Keye Productivity Center and Rockhurst University

People Soft and e-procurement software applications; additional training in intermediate excel, performance excellence
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