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

 Purchasing
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
· Nine years hands on experience. 

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

· Federal purchase order preparation. 

· Knowledge of  federal procurement laws and regulations. 

· I also have advanced skill levels in Excel and Word with a minimum typing speed of 50 words per minute. 

W  O  R  K    H  I  S  T  O  R  Y
2002-Present: Pillsbury Inc., Indianapolis, IN
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.
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...
