Felicia Wallace
Washington, D.C. 20012 (555) 555-5555 example@example.com 

	PERSONAL SUMMARY
	Dedicated purchasing professional specializing in logistics coordination, vendor relations and inventory management. Organized and proactive with remarkable project management, communication and planning abilities. Exceptional leader skilled at reducing costs and increasing department efficiency.



	CORE QUALIFICATIONS
		· Data analysis understanding
· Profit and loss understanding
· Reporting knowledge
· Bid coordination
	· Budget Management
· Business administration
· Financial acumen
· Trend Analysis






	EDUCATION
	Master of Science: Economics 
Georgetown University, Washington, D.C. 
BBA: Business Analytics 
The George Washington University, Washington, D.C. 



	WORK EXPERIENCE
	June 2019-Current 
Purchasing Manager | Department Of Commerce | Washington, D.C. 
· Exhibit a broad knowledge and experience base and develop the existing team to the level of a high-performing department.
· Contacted location managers and department supervisors to assess requirements.
· Responsible for vetting vendors, purchasing Food and Beverage products for curated banquet events , and managing a team of 15 employees.
December 2016-March 2019 
Purchasing Agent | Avantus Federal | Washington, D.C. 
· Serve as primary point of contact for purchasing inquiries and vendor-related requests.
· Collaborate with Purchasing Manager and procurement team to guarantee cost-effective purchasing of warehouse equipment, supplies for retail storefronts and more.
· Reconfigured predecessor's purchasing strategy to reduce overall spend by 17%.
August 2013-March 2016 
Associate Buyer | Microsoft | Washington, D.C. 
· Assessed inventory needs prior to openings of new storefronts; provided forecasts and initial purchase orders to vendors.
· Tracked orders, reconciled invoices via AP, negotiated costs with vendors while developing yearly and monthly budgets.
· Performed daily review of business partner initiatives, updated budget and forecasts accordingly.



	AFFILIATIONS
	· Jaycees (JCI)
· American Marketing Association
· Project Management Institute



	LANGUAGES
	· English
· Spanish
· Portuguese



