
MICHAEL
ANDERSON
Vendor Management Coordinator

Innovative Construction Vendor Manager with a deep understanding of the construction

supply chain and vendor management processes. Bringing over five years of experience

in coordinating procurement activities and managing supplier relationships to support

project success. Demonstrated ability to negotiate contracts that balance cost efficiency

with quality assurance. Proficient in leveraging technology to enhance procurement

workflows and streamline vendor communications.

WORK EXPERIENCE

Vendor Management Coordinator

Greenfield Construction

2020-2023

Procurement Assistant

Summit Construction Group

2019-2020

ACHIEVEMENTS

MA
CONTACT

(555) 234-5678

michael.anderson@email.com

San Francisco, CA

EDUCATION

Bachelor of Science in Supply

Chain Management

University of Michigan

2018

SKILLS

LANGUAGES

procurement coordination•

contract negotiation•

vendor performance tracking•

communication•

problem-solving•

data reporting•

English•

Spanish•

French•

Coordinated procurement activities for construction projects, ensuring timely material

delivery.

•

Assisted in negotiating contracts with suppliers to secure favorable terms.•

Maintained records of vendor performance and compliance with contractual

obligations.

•

Facilitated communication between project teams and vendors to resolve issues.•

Supported the implementation of a new vendor management system to improve

efficiency.

•

Participated in supplier audits to assess quality and performance standards.•

Assisted in the procurement process, evaluating supplier proposals and bids.•

Maintained accurate records of purchases and vendor contracts.•

Coordinated logistics for material deliveries to ensure project timelines were met.•

Reviewed vendor invoices for accuracy and compliance with agreements.•

Participated in vendor selection meetings to provide insights on supplier capabilities.•

Developed reports on vendor performance metrics for management review.•

Achieved recognition for outstanding performance in vendor management during

annual review.

•

Contributed to a project that resulted in a 20% decrease in procurement costs.•

Successfully streamlined procurement processes to improve efficiency by 25%.•


