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CAI CONTACT
PATRICIA BOWLER   
PHONE: 
EMAIL ID: 

<Candidate Name>
Skills
Please use this table to list the skills noted in the Required/Desired section of the requirement.  In addition, please respond with the years of experience for each skill and the last time each skill was used.  Add or delete rows as necessary.
	SKILL
	REQUIRED
	YEARS REQ
	YEARS USED
	LAST USED

	[bookmark: _GoBack]Coordinate procurement projects from intake through completion,by tracking milestones, scheduling meetings, and documenting decisions and action items
	Required
	3
	
	

	Serve as a central point of contact for internal departments, procurement staff, and suppliers, providing timely updates and follow-up.
	Required
	3
	
	

	Manage procurement intake process to include review,prioritizing, &routing requests to procurement resource after discussion with Procurement Director
	Required
	3
	
	

	Track project status, deadlines, dependencies, and risks using SharePoint
	Required
	3
	
	

	Help develop and implement SharePoint tool for tracking intake and status
	Required
	3
	
	

	Experience coordinating projects, processes, or administrative operations, preferably in procurement or a related business function.
	Required
	3
	
	

	Demonstrated ability to organize information and create tools that improve visibility, accountability, and workflow management
	Required
	3
	
	

	Strong attention to detail and follow-through
	Required
	3
	
	

	Ability to work independently while effectively coordinating with Procurement Director
	Required
	3
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