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Professional Summary
Proficient Contracts Administrator with 10 years automotive industry experience. Proven record of contract management and settlements upwards of $450M. Excellent communicator and leader with strong interpersonal skills.
Core Qualifications
	· [bookmark: 460422275SKC11]Bid preparation
· Negotiations
· Lifecycle Documentation
· [bookmark: 460422275SKC21]Cost Analysis
	· Contract management
· Platform Integration
· Contract Settlement
· Interpersonal skills


Experience
Contracts Administrator
2/1/2012 - Current

Theodore Transportation
New Cityland, CA

· Supervise 6 Junior Acquisition Analysts' document preparation to ensure accordance with local and federal government regulations.
· Negotiate and maintain lifecycle documentation of contracts worth $450M.
· Produce customized reporting and ad hoc status on current contracts.

Contracts Administrator
4/1/2009 - 2/1/2012

Valtek Automotive Solutions
New Cityland, CA

· Processed practice transitions and acquisitions and mergers through process notices and contract amendments.
· Analyzed current market conditions and costs to construct detailed briefs.
· Created acquisition plans security documentation and model contracts.

Aarondale Enterprise
1/1/2004 - 4/1/2009

Contracts Administrator
New Cityland, CA

· Generated required contracts and liaise with third parties.
· Researched and investigated solutions to meet client contractual requirements.
· Prepared all contracts Confidential Disclosure Agreements (CDA's) and amendments within time constraints.

Education
Bachelor of Science - Business Administration
2004

Trundle Business College
New Cityland, CA
Certified Professional Contracts Manager (CPCM) - 2005

