Your Name
Purchasing Officer
your.email@example.com   •   0400 000 000   •   City, State   •   linkedin.com/in/yourname
PROFESSIONAL SUMMARY
Purchasing officer with hands on experience in supplier quoting, purchase order administration and invoice reconciliation across manufacturing and wholesale operations. Confident using SAP or Oracle procurement software and Excel to track stock, forecast requirements and keep spend within budget. Known for clear supplier communication and precise record keeping when purchase records meet the finance system.
KEY SKILLS
Supplier quote evaluation and negotiation   •   Budgeting and forecasting   •   Regulatory compliance   •   Data analysis   •   SAP or Oracle procurement software   •   Excel spreadsheets   •   Vendor management portals   •   Invoice processing systems   •   Stakeholder management   •   Problem solving   •   Attention to detail   •   Written communication
EXPERIENCE
Purchasing Officer, [Company Name], [City]	[Month Year] – [Month Year / Present]
Evaluated supplier quotes and negotiated pricing, payment and delivery terms for routine and urgent purchases, keeping orders within approved budgets.
Raised and tracked purchase orders in SAP, matching goods received notes to invoices and resolving discrepancies before payment runs.
Built and maintained relationships with regular vendors, reviewing delivery performance and escalating delays before they affected operations.
Reconciled purchase records with the finance team's accounting system, investigating invoice mismatches and closing them out promptly.
Monitored stock levels and reviewed usage trends to forecast next quarter's requirements, avoiding both stockouts and excess ordering.
EDUCATION
Typical entry is Year 12 or a Certificate III/IV in business, procurement or contracting, with many purchasing officers also holding a diploma or bachelor degree in business, commerce or supply chain. Postgraduate study is less common and usually supports later progression into procurement management.
CERTIFICATIONS
[Certification name], [Issuing body], [Year]
REFERENCES
Available on request.
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