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Contract Specialist

Contract Management(Creative Problem Solving(

Summary of Qualification

Highly Competent Self-Motivated Contracts Specialist with broad experience administering contacts for major projects in the contingency contracting environment.  Effectively managed pre-award, award and post award contracting requirements with an emphasis on contract administration, cost and on time delivery and fulfillment of services from point of project inception to completion.  Demonstrated in-depth knowledge and experience in the evaluation and performance of assigned work for maximization results.

· Proven ability to skillfully manage contract deliverables to ensure adherence to contract requirements

· Detail-Oriented with ability to successfully analyze and resolve difficult problems and contractor issues.

· Essential communication skills and professionalism face-to-face and telephone interactions

· Computer skills include Microsoft Word, Outlook, Excel, and Power Point

Contract Administration & Closeout /  Monitoring Contractor Performance 

Milestone & Deadlines/ Goal Setting/ Process Improvement/ Work Flow Management


Training and Certification


· Contract Administration On-the-Job Training, 

US State Department Contracting personnel, US Embassy, Baghdad, Iraq: Apr– May 2007

· Defense Air University Contracting Training - Basic contracting education, market research and analysis, and price analysis

· Technical Drawing  Diploma to include buildings and other small structures
· Trained Air-condition Maintenance technician – To include office coordination duties: Committed to accomplishing work order realization.
Certified English/Arabic translation Fluency, Iraq Ministry of Education

Certified General Mechanical Technician, Ministry of Higher Education-Department of Technology

Professional Experience

	Contract Specialist
	Jun 2005-Present 

	Joint Contracting Command – Iraq/ Afghanistan
	Baghdad, Iraq


· Performed the administration of supply and service contracts for the reconstruction of Iraq’s infrastructure

· Reviewed purchase requisitions to ensure accuracy, adequacy and completeness

· Conducted market research to identify potential vendors to meet purchase requirements with statement of work and implore quotes either orally or by issuing request for quotation

· Tracked contractor performance to ensure contract delivery schedule meet

· Ensured deliveries received and accepted, receiving report with invoice delivered to finance for payment and the contract final completion reviewed and closeout

· Dedicated Teamwork - Over 9 million Iraqi funded contracts worth $5 Billion for distribution to 13th different Iraqi Ministries accomplished with minimal time, actualizing contract delivery and payment for final closeout.

	Arabic English Translator
	Jun 2004-May 2005

	Raymond and Associates Company
	Baghdad, Iraq


· Translated various documents from English to Arabic, to include multiple convoy security reports covering the shipment of goods imported from numerous companies in support of the American Coalition Forces

· Completed and proofed eight, end of month reports totaling ten pages each, required to be completed in only one week
	Arabic English Translator
	Sep 2003-May 2004

	Titan Company
	Baghdad, Iraq


· Updated database for import shipments of various goods from surrounding countries for delivery to numerous Iraqi and US warehouses

· Performed all required English and Arabic translation for various high level official and general office documentation

	Executive Assistant/ Maintenance Chief
	Sep 2001-Nov 2003

	Iraq’s Government Convention Center/Ministry of Oil
	Baghdad, Iraq


· Coordinated job orders generated between department supervisor and maintenance personnel

· Ensured requested received the best support customer maintenance

· Communicated maintenance instructions and work assignments from supervisor to field units

· Tracked work schedules and milestones verifying required work completed on time

· Adjusted milestone schedule to reflect correct work completion schedule as needed

· Resolved basic problems, with supervisor’s concurrence, issued by department supervisors or maintenance leads

· Nearly 85% of work requests completed on time with less than 5% of work completed required callback


