
	Natalie richmond, CPPB
5048 SW 141 Avenue, Miramar, FL 33027 · 954-496-5791
natnat1210@hotmail.com

	OBJECTIVE: To obtain the position of Assistant Procurement Director so that I can use my 16 years of purchasing experience in the City of Miramar along with my Bachelors of Business Administration Degree and my certification as a Certified Professional Public Buyer to enhance the Procurement Department’s mission and contribute to the overall success of the City’s goals.  


Experience
	1999-2001
senior teller, washington mutual bank
·  Process routine counter transactions to customer’s bank accounts
· Reconcile and balance cash drawer and bank vault on a daily basis
· Supervise teller staff
· Assist Personal Banking staff to provide customer service to customers, resolve account issues and open new accounts on an as needed basis
· Refer and sell bank products

	2001 - 2002
permit clerk, city of pembroke pines
· Schedule inspections 
· Assist and provide guidance to residents and contractors with submitting permit applications
· Review permit applications for compliance with building code and applicable State regulations
· Enter permit application in electronic platform and ensure routing to applicable department for review
· Issue permits

2002 – 2006
FISCAL PROPERTY CLERK, CITY OF MIRAMAR

· Manage billing and collections of police off duty details worked
· Process timesheets for all police personnel 
· Order goods and services for police department in accordance with City Code and purchasing requirements
· Manage department stock level of all equipment and supplies
· Manage receipt of goods and services and ensure timely payment of vendor invoices





2006 – 2012
GRANT COORDINATOR, CITY OF MIRAMAR
· Research grant opportunities, write and complete grant applications for the Police Department
· Mange over $40 Million of Federal, State, County and Foundation Grants including the Urban Area Security Initiative (UASI) Grant
· Develop and implement policies and procedures for managing grant funds
· Mange purchases and reimbursements for 13 local municipalities including Cities, Counties and Sherriff Offices in accordance with State, local and Federal purchasing and grant guidelines 
· Act as liaison between the State of Florida Division of Emergency Management and sub grantees
· Manage and prepare annual budget for Grant Fund
· Manage and supervise staff in Grant Unit

[bookmark: _GoBack]2012- PRESENT
 SENIOR PROCUREMENT ANALYST, CITY OF MIRAMAR

· Review and approve purchase requisitions for various City departments in accordance with City Code and other applicable purchasing requirements
· Review, compile and issue solicitations on behalf of various City departments
· Mange and oversee competitive solicitation processes and successfully negotiate contracts on behalf of the City
· Write and upload items on City Commission meeting agenda for presentation to the City Commission
· Manage Procurement Card Program
· Process department timesheets 
· Assist Procurement Director with tasks and complex projects as needed
· Assist with preparation of department budget


Education
	June, 1996
high school diploma, Manchester high school, jamaica 

	june, 2004
ASSOCIATE IN ARTS IN BUSINESS ADMINISTRATION, BROWARD COMMUNITY COLLEGE
Dean’s List, Honor Roll

MAY, 2014
CERTIFIED PROFESSIONAL PUBLIC BUYER CERTIFICATION, NATIONAL INSTITUTE OF GOVERNMENT PURCHASING

DECEMBER, 2016
BACHELORS OF BUSINESS ADMINISTRATION (WITH A MAJOR IN ACCOUNTING), FLORDA ATLANTIC UNIVERSITY


AUGUST, 2018
BROKER SALES ASSOCIATE COURSE, GOLD COAST SCHOOL OF REAL ESTATE


OTHER aCCOMPLISHMENTS AND sKILLS
· Police Department Employee of the Quarter, June – March 2006
· Police Department Employee of the Quarter, April – June 2010
· Member, National Institute of Government Purchasing, Southeast Florida Chapter
· Member, Miramar/Pembroke Pines Chamber of Commerce
· Tyler Munis Software, Granicus, SunTrust Enterprise Spend Platform, Microsoft 
· Computer, Printer, Calculator, Fax Machine, Copier, Telephone
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