MA

Phone: (555) 234-5678

Email: michael.anderson@email.com
Address: San Francisco, CA

Website: www.michaelanderson.com

EXPERTISE SKILLS

* educational procurement
» policy development

» vendor evaluation
 contract negotiation

» project management

+ data analysis

LANGUAGES

* English
* Spanish

e French

CERTIFICATION

» Bachelor of Arts in Public
Administration, Springfield
University

REFERENCES

John Smith
Senior Manager, Tech Corp
john.smith@email.com

Sarah Johnson

Director, Innovation Labs
sarah.j@email.com

Michael Brown
VP Engineering, Solutions Inc
mbrown@email.com

MICHAEL ANDERSON

PROCUREMENT COORDINATOR

Dynamic and analytical Public Procurement Officer with a robust background
in educational institutions, emphasizing the procurement of goods and services
that support academic excellence. Expert in developing procurement policies
and procedures that align with institutional goals while ensuring compliance
with state and federal regulations. Proven ability to negotiate contracts that
maximize value for educational resources, including technology and facility
services.

PROFESSIONAL EXPERIENCE

Springfield University Mar 2018 - Present
Procurement Coordinator

¢ Coordinated procurement processes for educational materials, technology, and
services across multiple departments.

e Developed and implemented procurement policies to enhance transparency
and accountability.

e Conducted vendor evaluations to ensure alignment with institutional values and
standards.

e Managed contract negotiations, achieving favorable terms and conditions for
the university.

o Facilitated workshops on procurement best practices for faculty and staff.

e Analyzed procurement data to identify cost-saving opportunities and improve
decision-making.

Springfield Community College Dec 2015 - Jan 2018
Assistant Procurement Officer

¢ Assisted in the procurement of goods and services, supporting academic
programs and student services.

¢ Maintained procurement records and documentation for compliance and audit
purposes.

¢ Collaborated with departments to assess needs and develop specifications for
bids.

¢ Participated in supplier selection processes, ensuring diversity and inclusion.
¢ Monitored contract performance and addressed issues as they arose.

¢ Contributed to the development of a sustainable procurement strategy for the
college.

ACHIEVEMENTS

» Successfully negotiated a 15% discount on educational technology purchases for
the academic year.

» Recognized for outstanding service in procurement by the university administration.

» Implemented a sustainability initiative that increased the use of eco-friendly
products in procurement.



