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SUMMARY OF PROFESSIONAL QUALIFICATIONS

A Contract Administrator, who, within a team environment, made an integral contribution to the success of a $1.13 billion dollar company.  Worked extensively with the counsel of contracting parties to resolve legal issues and achieve successful resolution.  Identified areas in need of standardization related to the contract process and created training documents, which significantly increased administrative productivity and accelerated the number of contracts brought to a positive conclusion.  
· Adhered to the contractual stipulations of 23 clients. 

· Effective negotiation of client contractual requirements with potential suppliers.
· Proven ability to administer multiple projects across diverse computer programs.
PROFESSIONAL EXPERIENCE

MENLO WORLDWIDE LOGISTICS, A CON-WAY COMPANY, San Mateo, CA.

1995 – 2009
Contract Administrator (2000-2009)
· Fulfilled the expectations of our clients and achieved success in finalizing 950 agreements through streamlining all components of the contract process; (1) initiation, (2) addressing of issues, (3) contract completion, (4) monitoring post-agreement compliance.  

· Delivered optimal supplier service and higher revenue for our clients due to effective collaboration with in-house counsel, supplier and supplier’s counsel. 

· Reduced company exposure to potential litigation and ensured compliance with contract requirements through proactive interaction with suppliers and their insurance agents in updating expired liability policies.
· Ensured the accuracy of regularly processed reports based on supplier contract compliance through daily input of precise legal and insurance data within an electronic database.

· Provided in-house Counsel with open access visibility for 679 current supplier legal contracts and their insurance through constant maintenance of electronic filing system.

Rate Analyst (1997-2000)
· Cooperated with fellow associates interpreting rate structures and implementing pricing models between Menlo and suppliers for 32 clients 

· Effectively developed strong channels of communication between the Freight Payment and Operations departments, reducing pricing errors and maximizing efficiency of rating system.
· Confronted system limitations to complex supplier and/or client rate structures by proactively approaching internal technical support for alternative system resolutions. 

Customer Service Call Center Operator (1995-1997)
· Successfully responded to the daily shipping requests of a major client in a fast-paced environment.  

· Actively engaged with multiple suppliers to deliver client’s product with consistent quality service.
· Adapted to unexpected challenges involving client orders and worked with fellow associates to resolve.
EDUCATION
BA, History, Sonoma State University, Rohnert Park, CA.

Paralegal, San Joaquin College of Law, Clovis, CA.
PROFESSIONAL TRAINING
Participated in company Lean Program and became Team Lead for the Rate/Contract department to improve time management and increase productivity. 
COMPUTER SKILLS
MS Windows    MS Word    MS Office Access

Outlook
Excel
       Adobe Acrobat
