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Keonna Givens
3323 Preserve Run Trail, Loganville, GA 30052
	 (678) 428-6464   kee_4480@hotmail.com

OBJECTIVE:  To obtain a position where I can utilize my analytical and problem solving skills.  

EDUCATION:  
BACHELOR OF SCIENCE IN COMPUTER INFORMATION SYSTEMS
 DeVry University- Decatur, Georgia				June 2008

MASTERS: INFORMATION SECURITY SYSTEMS			Expected 2012
Colorado Technical University – Online 


SOFTWARE\COMPUTER SK ILLS:

ORACLE E-BUSINESS SUITE 11i 5.10.2				
ORACLE DISCOVERER BUSINESS INTELLIGENCE 11g 
TIME MATTERS 8.0 		
MICROSOFT OFFICE 
PVS.NET 
C#
SQL\PL
VISUAL BASIC
T.O.A.D
DEMANTRA
KRONOS
TICKETING SYSTEM: REMEDY
CAMTASIA
JDEDWARDS

ACCOMPLISHMENTS: 

· Implementation of Time Matters Software Database System which allowed organizations to track Contract Compliance. 
· Contract File Maintenance System
· Vertex Implementation: Automated Taxation Project
· APEX Implementation: Vendor Analysis Project
· Automation of Month End Close Process: Purchasing and Inventory resulting in a reduction of time spent on Month End Close from 40 hours to approx. 4 hours 
· Served as a Night Manager (Crate & Barrel for 03-08)

EXPERIENCE:	

Cox Communications							
Supply Chain Management\ ERP Analyst				April 2007 –December 2010 
· Validated, configured, and tested solutions to meet business requirements. 
· Assisted in preparation of requirements for the application development team. 
· Provided business processes, functional expertise and knowledgeable on integration points. 
· Developed business relationships and integrated activities with other departments to ensure successful implementation and support of project efforts, occasionally represented SCM on Cross Functional Teams.  
· Trained End Users on new functionality including Oracle Supply Chain Management (SCM) Applications (PO, INV, WMS, iProcurement & OM)
· Provided analytical\technical support for SCM functions to end users (help desk tickets, approval hierarchy, ad hoc reporting, and error logs, etc.). 
· SCM month-end close procedures, documentation of training, manuals, support & troubleshooting procedures, and unit testing. 
· Supported internal/external audit efforts related to SCM 
· Created documentation for Oracle Applications Supply Chain modules, combining business processes and application functionality, as well as training the end-user community
· Performed gap analysis between current state and future state, developed test plan/test scripts and coordinated testing for enhancements & fixes.
· Responsible for daily Operations & Replenishment Process, approximately $20M CPE Inventory at 3PL.
· Worked on various Implementation Projects related to SCM and Contract Administration 
· Assisted in the setup and maintenance of data files and tables for approval hierarchy, customer locations. 
· Worked with technical support and development teams to resolve system related issues. 
· Participated in application testing to ensure the application functions as expected and within the context of the prescribed business process. 
· Coordinated Oracle system security for Supply Chain modules by identifying user's needs, based upon role, and worked with the corporate security group to ensure users are setup correctly


Cox Communications							
Contracts Administrator						April 2003 – April 2007
· Primary support to the Directors of Contracts Administration
· Prepared contractual provisions and the administration of contracts  
· Ensured all terms and conditions of the contract met the standard company procedures, secured necessary approvals 
· Completed Non Disclosure Agreements & Letters: Award, Extension, Renewal, and Termination Letters. 
· Researched, prepared and reviewed information pertaining to contracts\contract language.
· Facilitated travel arrangements, coordinated meetings, scheduled conference participation (NAMIC, Supercom, TMEC, etc.), prepared expense reports, Time Matters, Spend & Oracle reports, served as a liaison between suppliers and Contract Directors. 
·    Maintained calendars, prepared presentations, department activities, responsible for contract file & database maintenance, and correspondence with staff members & vendors in a timely fashion. 
·   Maintained & updated listing of current agreements, amendment numbers, and files of current agreements.
·   Monitored Insurance Certificates on file for compliance with contracts.
 

Cox Communications
Administrative Assistant						April 1999 – April 2003	
·    Provided seamless support for top executives, assisted the Executive Assistant in supporting the Vice President and backup for the Supply Chain Department.
· Provided administrative & clerical support for the Accounting Department
· Maintained filing system, Audited & purged files periodically 
· Audited Purchasing Card Statements
· Received and monitored invoices received for accuracy and node approval
· Screened phone calls, visitors, mail, file maintenance, and correspondence with staff members 
· Assisted Tax Department, maintained filing system, sent out stock information to annual stockholders
· Created monthly reports. 



