[First Last Name]

[City, State] | [email@example.com] | [Phone Number] | [LinkedIn URL]

PROFESSIONAL SUMMARY

Results-driven Procurement Specialist with [X+] years of experience managing end-to-end sourcing, supplier negotiations,
and contract administration across [industry/industries]. Proven track record of reducing costs, improving supplier performance,
and strengthening supply continuity through data-driven decision-making. Skilled in leveraging e-procurement platforms,
spend analysis, and category management to optimize purchasing strategies. Adept at cross-functional collaboration with
finance, operations, and legal to align procurement activities with organizational goals and compliance requirements.

PROFESSIONAL EXPERIENCE

[Senior Procurement Specialist] | [ABC Manufacturing Inc.]
[MM/YYYY] - Present | [City, State]

e Led strategic sourcing initiatives for [direct/indirect] categories valued at [$X] annually, achieving an average of [X%] cost
savings through competitive bidding, supplier consolidation, and long-term agreement optimization.

e Conducted comprehensive spend analysis using [SAP Ariba / Coupa / Oracle] and Excel, identifying [X] key optimization
opportunities that reduced maverick spend by [X%] and improved contract compliance.

e Negotiated and managed contracts with [X+] domestic and international suppliers, implementing KPIs and supplier
performance scorecards that improved on-time delivery from [X%] to [Y%)] and reduced quality issues by [Z2%].

[Procurement Specialist] | [Global Services Group]
IMM/YYYY] = [MM/YYYY] | [City, State]

e Managed full-cycle purchasing for [assigned categories, e.g., IT, facilities, professional services] including RFx development,
bid evaluation, supplier selection, and purchase order creation in [ERP system: SAP / Oracle / Microsoft Dynamics].

e Partnered with finance and operations to develop annual procurement plans and category strategies, aligning sourcing
decisions with budget targets and service-level requirements while maintaining inventory and lead-time constraints.

e Implemented an e-procurement workflow for low-value purchases, standardizing approval hierarchies and documentation,
which reduced cycle time from requisition to PO by [X%] and improved audit readiness.

EDUCATION

[Bachelor of Business Administration in Supply Chain Management] | [University Name]
[IMM/YYYY] = [MM/YYYY] | [City, State]

e Relevant coursework: Procurement & Sourcing, Contract Management, Operations Management, Logistics, Business
Analytics.

e [Optional] Honors: [Cum Laude / Dean’s List] | Activities: [Supply Chain Club / Procurement Association].

SKILLS

Technical & Procurement

e Strategic sourcing & category management

o RFx (RFI/RFP/RFQ) development & evaluation

e Contract drafting, review & administration

e Spend analysis & cost modeling (Excel, [Power Bl/Tableau])
e ERP & e-procurement tools ([SAP / Oracle / Coupa / Ariba])

Business & Interpersonal
e Supplier relationship management & negotiation

Stakeholder collaboration & cross-functional alignment

Risk management & compliance with procurement policies

Process improvement & standardization

Analytical thinking, attention to detail, and time management



SELECTED PROJECTS

[Global Supplier Consolidation Initiative] | [ABC Manufacturing Inc.]
IMM/YYYY] = [MM/YYYY]

e Analyzed multi-region spend data for [category, e.g., MRO supplies], identifying overlapping vendors and pricing
discrepancies across [X] locations.

e Executed a consolidation strategy reducing the supplier base by [X%], negotiating regional framework agreements that
delivered [X%] cost savings and standardized service levels and payment terms.

[Procurement Process Optimization & Policy Update] | [Global Services Group]
IMM/YYYY] = [MM/YYYY]

e Mapped end-to-end procurement workflows from requisition to payment, identifying bottlenecks and compliance gaps related
to approval thresholds and documentation.

e Collaborated with finance, legal, and operations to update procurement policies, approval matrices, and standard
templates, resulting in a [X%] reduction in processing time and improved audit outcomes.



