PAULINE LEWIS

6834 Teasdale Street ( Quartz Hill, California 93536

(661) 816-7915 ( paulinelewis6@hotmail.com
BUYER/PLANNER & MASTER SCHEDULER
Highly accomplished Buyer/Planner with 20+ years of demonstrated achievements in delivering purchasing and production planning improvements for multimillion-dollar companies. Detail-oriented professional known for delivering superior technical purchasing, master scheduling and supply procurement to optimize productivity, internal processes and operational capability. Creative problem solver, big-picture thinker and team mentor with a proven ability to develop cutting-edge methods for acquiring the best possible merchandise and equipment at the lowest possible price.  
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PROFESSIONAL EXPERIENCE

SENIOR SYSTEMS TECHNOLOGY, INC., Palmdale, California ( 2009 to 2012

Electronics contract manufacturer supplying printed circuit board and integrated box build assemblies to military, medical and commercial customers. 
Buyer/Planner (2009 to 2012)

Provided purchasing support for customer focused military programs. Maintained continuous material availability and minimized inventory. Communicated effectively with suppliers, internal customers and external customers. Negotiated the purchased of materials from suppliers. Flowed down customer specific requirements to suppliers with regard to FAR and ITAR regulations and quality clauses. Ensured compliance with applicable ISO 9001 requirements in the supplier qualification process. Analyzed available suppliers to obtain competitive quotes and execute purchase orders. Problem solved challenges and issued recommended solutions.
Specific Accomplishments:

· Achieved cost reduction of $500k+ on one large military program and $40k+ on another
· Managed supplier relationships and maintained database for supplier and product data 

· Negotiated delivery, terms and conditions, pricing, and expedite/follow through 

· Solicited quotations for materials, analyzed bids for specification compliance, pricing, delivery commitments, and ensured vendor reliability
· Member of Emergency Response Team
CRANE AEROSPACE & ELECTRONICS, Burbank, California ( 1987 to 2008

$2.6B diversified manufacturer of highly engineered industrial and aerospace products.

Master Scheduler (2003 to 2008)

Spearheaded development of valid Master Production Schedule to advise Production Scheduler and establish production plans. Crafted production schedules to assign production work orders to support demands. Delivered analysis of supply and demand balance of product line and Master Production Schedule to review short and long term capacity restraints and orchestrate adjustments. Performed negotiation and resolution of material, capability and order conflicts. Provided comprehensive materials review and analysis of critical paths for lead time order promising. Orchestrated support for aftermarket forecast analysis, inventory analysis and data entry. 

Specific Accomplishments:
· Served as key team member in implementation of Oracle 11i.
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CRANE AEROSPACE & ELECTRONICS continued:
Master Scheduler Accomplishments:
· Heightened forecast accuracy for repair/overhaul processes by participating in Kaizen event and developed methods to maintain forecast.
· Fueled staff performance by authoring work instructions for employee training in forecasting and MRP analysis. 

· Maximized operational capability by consistently adjusting performance to match evolving environment and changing business requirements. 

Buyer (1999 to 2003)

Provided purchasing, material planning, production planning, scheduling and expediting services. Responded to all material needs of manufacturing/production division. Generated bills of materials and required work orders. Acted as primary liaison between internal customers on material and service requirements. Delivered translations of program schedules into final vendor forecast. Coordinated procurement support for engineering programs through entire development lifecycle to production start.
Specific Accomplishments:
· Reduced costs $38K+ by negotiating long-term agreement with hardware supplier.

· Leveraged purchasing power at multiple sites by collaborating on evaluation of chemical suppliers and negotiating agreements. 

· Implemented purchasing card program enabling company to save costs on purchase orders under $100.

Supervisor, Office Support (1996 to 1999)

Skillfully directed record storage, mail distribution and office administration. Managed day-to-day operations of 4-person team to elevate production, efficiency and performance. Orchestrated purchases of office supplies and machinery to control costs and maximize operational capability. Administered telephone switch and voicemail processes and provided monthly reports. 

Specific Accomplishments:
· Enhanced efficiency by reorganizing mail room and office supply processes and procedures.

· Controlled costs and improved operations by selecting new telephone switch and equipment provider and leading installation team.

· Negotiated 10% discount on all office supplies from current suppliers by restructuring office supplies procurement to electronic online process.

Executive Assistant to the President (1991 to 1996)

Executive Secretary to the Chief Financial Officer (1987 to 1991)

FORMAL EDUCATION

Higher Diploma in Linguistic & Secretarial Studies

St. Johns College of Further Education

PROFESSIONAL TRAINING

Certified in Production & Inventory Management, APICS

APICS CPIM Modules, Fox Valley Technical College

Certified Purchasing Manager & Accredited Purchasing Practitioner, ISM

Certified Notary Signing Agent, National Notary Association

Accounting I & Bookkeeping, UCLA Extension 

Telephone Administrator Training, Lucent Technologies

TECHNICAL SKILLS

Microsoft Office, Finesse ERP Software & Oracle ERP Software
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Dear Hiring Manager / Recruiter:

If your organization is in need of a Buyer/Planner or Master Scheduler with a proven track record of purchasing and production planning improvement for a multimillion-dollar organization, please review the enclosed resume. With skills honed over 20+ years of master scheduling, buying and supply chain leadership for a successful company, I now seek a new opportunity to elevate material/production planning, scheduling and purchasing for your company.

My talent for analyzing supply and demand requirements and implementing exceptional purchasing strategies consistently leads to the acquisition of the highest quality material at the best possible price. I am a detail-oriented problem solver, communicator and planner with a focus on customer service who responds quickly with the best possible solution, regardless of the challenges involved.  

Some of my most notable accomplishments include:
· Reducing costs $500k+ on one military program and $40+ on another by effective negotiation with suppliers for Senior Systems Technology;
· Heightening forecast accuracy for repair/overhaul processes by participating in a Kaizen event and developing methods to maintain the forecast for Crane Aerospace and Electronics; 

· Optimizing staff performance by authoring work instructions for employee training in forecasting and MRP analysis for Crane Aerospace and Electronics;

· Maximizing operational capability by consistently adjusting performance to match the evolving environment and changing business requirements for Crane Aerospace and Electronics; 

· Reducing costs $38K+ by negotiating a long-term agreement with a hardware supplier for Crane Aerospace and Electronics;

· Leveraging purchasing power at multiple sites by collaborating on the evaluation of chemical suppliers and negotiating agreements for Crane Aerospace and Electronics; 

· Controlling costs and improving operations by selecting a new telephone switch and equipment provider and leading the installation team for Crane Aerospace and Electronics;

· Negotiating a 10% discount on all office supplies from current suppliers by restructuring office supplies procurement to an electronic online process for Crane Aerospace and Electronics.

Seeking to provide your company with the same high quality services as those mentioned above, I would like to speak with you to further discuss the possibility of contributing to your organization’s success. Please contact me at your convenience to arrange an interview. Thank you for your time and consideration. I look forward to talking with you soon.

Sincerely,

Pauline Lewis
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