Jane Doe

202 Oak Ridge Lane

Indianapolis, Indiana 47804

(888) 555-1234



                                                           Position of Purchasing Clerk

I am looking for a career as a purchasing clerk to utilize my skills associated with verifying, monitoring and reviewing all purchase orders for accuracy.
Summary of Qualifications

· Nine years hands on experience. 

· Skilled at operating computer systems and most purchasing software programs. 

· Federal purchase order preparation following all their regulations. 

· Knowledge of procurement laws and regulations. 

· Process information and records to draw up purchase orders for procurement of materials and services.

· I have excellent organizational skills and the ability to quickly adjust my priorities.
· I also have advanced skill levels in Excel and Word with a minimum typing speed of 50 words per minute. 

· Can track all inventory levels to pre order items in advance so there is no exhausted supply of inventory. 

· Ability to work in extreme temperatures of hot or cold, stand, bend, sit, twist or otherwise conform myself to any area I am working in. 

· I can also provide assistance or train other personnel in federal procurement procedures.

Professional Experience

Pillsbury Inc., Indianapolis, IN                                                                                                2003 - Present

Purchasing Clerk Industrial
· Prepare purchase orders and sent copies to suppliers and to departments originating requests. 
· Diagnose inventory quantities, ordering more supplies when needed. 

· Contacted suppliers in order to schedule or expedite deliveries and to resolve shortages, missed or late deliveries, and other problems. 
· Review all requisition orders in order to verify accuracy, terminology, and specifications. 
· Keep accurate files, and maintain them, review purchasing files, reports and price lists. 

· Track the status of requisitions, contracts, and all orders. 

· Be precise and detailed in computer editing of procurement in software applications. 

· Keep track on Excel of the cost for a specific product over a 3 month period creating charts and graphs.  
· Complied with federal, state, and local legal requirements by studying requirements; enforcing adherence to requirements; filing reports; advising management on needed actions. 

· Contributed to team effort by accomplishing related results as needed. 


RCA Inc., Indianapolis, IN                                                                                                           2000 - 2003

Maintenance Technician Industrial
· Enter codes and instructions in purchasing software programs. 

· Use my knowledge of the practical application of tracking inventory for pre ordering 1 month in advance. This includes applying principles, techniques, procedures, and equipment to the design and production of various goods and services.

· Developed system to account for financial transactions by establishing a chart of accounts; defining bookkeeping policies and procedures. 

· Maintained all my subsidiary accounts by verifying, allocating, and posting transactions. 

· Balanced subsidiary accounts by reconciling entries. 

· Maintained general ledger by transferring subsidiary account summaries. 

· Balanced general ledger by preparing a trial balance; reconciling entries. 

· Prepared financial reports by collecting, analyzing, and summarizing account information and trends from Excel. 

· Complied with federal, state, and local legal requirements by studying requirements; enforcing adherence to requirements; filing reports; advising management on needed actions. 

· Contributed to team effort by accomplishing related results as needed. 

Education

ISU Associates Degree in Business (2000)

Indianapolis Patriots 

High School Diploma 
(1996)
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