John Doe


6722 South 22nd Street ~ Terre Haute, In. 47804
Home Phone (xxx) xxx-xxxx ~ Email jdoe@verizon.net
O  B  J  E  C  T  I  V  E

 Supply Chain
A position as an active employee, involving responsibility and working with others as a team member to achieve advancement and growth for the company.
Q  U  A  L  I  F  I  C  A  T  I  O  N  S
· Eight years experience as a procurement clerk.
· Experience with FedEx, priority mail and similar overnight delivery services. 
· Draw up purchase orders for materials and services. 
· Vast experience, purchasing production supplies.
· Create entire listing of inventory control.
W  O  R  K    H  I  S  T  O  R  Y
1991-1998: Union Hospital, Indianapolis, IN.
Position: Procurement Clerk
·  Prepare purchase orders and send copies to suppliers and to departments originating requests. 

· Determine if inventory quantities are sufficient, then ordering more materials when necessary. 

· Contact suppliers in order to schedule or deliveries and to resolve any shortages, missed or late deliveries, and other problems.

· Prepare, also maintain, and review purchasing files, including reports and all price lists. 
· Track the status of requisitions, contracts, and orders. 

· Calculate costs of orders, and charge to that department’s appropriate account. 
· Updated supervisor with progress reports.

· I have a very pleasant and helpful personality.
1985-1991 XYZ COMPANY
Position: Procurement Clerk
Duties: Fill this in with more of your work history information. Then continue making the resume larger if needed.
E  D  U  C  A  T  I  O  N
Associates Business, 1972 
ISU Terre Haute, Indiana
IVY Tech, Terre Haute, In.--Special courses and seminars.
Computer Proficient: Windows XP, Word, Excel, Power Point, ect...
