                                             ROSE SKIRVING
Telephone: - 0423 034 847
Email: - rose@Skirving.net
Website:- www.skirving.net
PROFILE

Dynamic and process focused purchasing administrator with over 10 years front line experience of successfully sourcing negotiating industry specific product for the automotive sector.
 

The experience and ability to successfully negotiate cost reductions and achieve profitable business growth by maintaining inventory control and costs reducing strategies within procurement.
​
Strong ability to build rapport, manage inventory performance and find solutions to supply chain issues.
 

Genuine passion for operational strategy and problem solving.  
A well-rounded background and committed to the customer experience.
 

I am a loyal, motivated, and hard-working employee, who has the drive and determination to achieve goals. I enjoy challenges and handle responsibility in a mature professional manner. 

COUNTRY OF BIRTH:
Australia

LICENCES: 
Full Victorian Driver Licence
KEY TRANSFERABLE SKILLS:
· Proven ability to lead, motivate and build successful vendor relationships.

· Proven influencer & negotiator.

· A hands on and pragmatic approach to get results.

· Ability to manage operations & supply chain within budgetary constraints.

· Building strong relationships - internal and external clients & vendors.
· Strong background in cost reduction & price improvement management.

· Well-developed customer service skills and customer conflict resolution.
· Familiarity with customer and retailer expectations.
· Excellent verbal and written communication skills.
· Ability to operate as an effective team member and to work with a minimum of direction or supervision.
· Ability to interact effectively with colleagues, customers and vendors. 

· Manage a team of employees in a busy work environment.

EMPLOYMENT HISTORY:

PREMOSO PTY LTD






April ’18 to Current

Trading as Holden Special Vehicles (HSV)

	The Walkinshaw Group of Companies consist of seven core business units: HSV, Walkinshaw Automotive Group, Walkinshaw Racing, Walkinshaw Andretti United, Walkinshaw Performance, and Walkinshaw Sports, which operate throughout Australia and New Zealand and consists of 400+ employees. 


Title:
Buyers Assistant and Purchasing Administrator

As a passionate assistant buyer / purchasing administrator I support our buying and purchasing department. My role includes maintaining positive vendor relations, preparing pricing strategies, placing, and tracking purchase orders, managing inventory, and keeping track of market trends.

RESPONSIBILITIES:

· Purchase order management: enter orders, order changes, cancellations, audit confirmations

· Process returns authorisations: communicate with teams and any necessary internal and external follow-up

· Vendor communication: Update pricing adjustments, payment and shipping terms, vendor discounts

· Prepare materials for key business meetings: vendor appointments, assortment planning.

· Run vendor buying reports and distribute to appropriate buyer as required. 

· Shipping management: Oversee communication via shipping approval email, audit 

requests against purchase orders, manage discrepancies with appropriate parties, and ensure timely merchandise deliveries

· Manage damaged product: communicate with vendor about replacement.

· Oversee special orders and product reserve processes.

· Answer new vendor inquiries by overseeing general buying email.

· Ensuring products are purchased at the right time, to specification and at a good price.

· Negotiating with vendors and building positive, long-term relationships.

· Researching new suppliers and making recommendations to the buyer.

· Preparing budgets and forecasting purchasing trends.

· Compiling reports on product performance and statistics.

· Excellent interpersonal, communication and negotiation skills.

· Strong analytical and organizational skills.

· Ability to multi-task and perform under pressure.

· Expediting Part requests

· Entering Data

· Receipting Invoices

· Managing the Kan Ban racks

· Cost Reductions

CAREER ACHIEVEMENTS:
· Re-negotiated product supply of 1 item with cost save of $960,000.00 per year (3.8 M over the current term)     

· Managed and developed customised software package to maintain contracts and insurances for supplier compliance.

· Mitigated and re-sourced products due to supply chain issues during Covid-19 pandemic to ensure business continuity.

· Vendor management resulting is cost reductions of well over 5 million dollars in a 4-year period.

· Vendor performance management securing ongoing supply and price improvement while accounting for demand planning.

· Sourcing of alternative products for production line to always ensure production & business continuity.

· Facilities Vendor / contractor management for super site location (HSV & Walkinshaw Group)
· Successfully sourced and negotiated powered industrial equipment for site with 27% reduction on cost and further fuel type cost reductions.

· Managed and mitigated risk associated with consumables for production line.

· Re-negotiated supply agreements with vendors for additional requirements.

· Allocated resources and additional product for serge capacity requirements.

· Secured and managed supply chain relationships to ensure price improvement process on sliding scale, based on volume.   

4/2015 – 02/2018    

Holden Special Vehicles
Title:
Receptionist and Administration Assistant
RESPONSIBILITIES:

· General reception and administration duties.
· Daily mail and dealing with couriers and freight (in and out);

· Ordering of stationery, first aid supplies and other consumables.
· Provide exceptional Customer service and answer general enquiries (internal and external);

· Retail sales, customer payments and invoicing using BAAN and EFT, walk-ins and over the telephone.
· Accounts support and data entry.
· HR / Marketing administration support

· Processing / Data Entry of on course golf

· Customer Care support and producing certificates of authenticity.
· CRM data management and updates. 

· Ensuring business imaging functions are complete; and 

· Assisting racing to provide positive customer experience. 
REFEREES:
On Request
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