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SUMMARY

Dynamic and detail-oriented Vendor Coordination Specialist with over eight years of extensive experience in managing

vendor relationships and optimizing procurement processes. Proficient in negotiating contracts, evaluating supplier

performance, and implementing cost-saving initiatives. Adept at fostering collaborative partnerships with stakeholders to

ensure alignment with organizational goals. Demonstrates exceptional analytical skills and a keen ability to identify

inefficiencies, resulting in streamlined operations and enhanced service delivery.

WORK EXPERIENCE

Vendor Management Specialist Global Tech Solutions Jan 2023 - Present

Managed a diverse portfolio of over 50 vendors across multiple sectors.

Conducted regular performance reviews to ensure adherence to contractual obligations.

Implemented a vendor scorecard system to track performance metrics.

Negotiated pricing contracts that resulted in a 15% cost reduction.

Coordinated cross-functional teams to align vendor capabilities with project requirements.

Facilitated training sessions for vendor onboarding and compliance.

Procurement Coordinator Innovative Supply Co. Jan 2020 - Dec 2022

Assisted in the procurement of materials worth over $2 million annually.

Developed and maintained strong relationships with key suppliers to enhance service levels.

Streamlined procurement processes, reducing lead times by 20%.

Utilized ERP systems for tracking orders and managing inventory.

Conducted market research to identify potential vendors for new products.

Coordinated with finance to ensure timely payment to vendors.

EDUCATION

Bachelor of Business Administration, University of Commerce Sep 2019 - Oct 2020

ADDITIONAL INFORMATION

Technical Skills: Vendor management, Contract negotiation, Procurement processes, Performance evaluation, Cost

reduction strategies, ERP systems

Awards/Activities: Achieved a 98% vendor satisfaction rating through effective relationship management.

Awards/Activities: Recognized as Employee of the Year for outstanding contributions to vendor coordination.

Awards/Activities: Reduced procurement costs by over $300,000 through strategic vendor negotiations.

Languages: English, Spanish, French


