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QUALIFICATIONS SUMMARY
Independent Functional Master Data Analyst in Oil and Gas, customer service and service management.  A dedicated team player with the ability to excel in high stress situations and contribute effectively to team environments.
RELEVANT SKILLS
· Interpersonal & oral communication skills: work collaboratively with others, ask questions to gain clear understanding of expectations, active listener
· Recruiting, training and managing team members: hired and trained team members, managed expectations and coached team members
· Ability to prioritize workload: effectively organize workload, manage individual and team priorities, liaise with management, work with vendors, and execute and deliver commitments under tight timelines
· Problem-solving skills: ability to stay calm under pressure and use creativity to resolve issues
· Customer service: expertise in resolving escalated customer service issues, use appropriate discretion while handling sensitive information; go above and beyond to ensure satisfaction
· Work independently in team environment: able to set personal goals and show initiative in-order to achieve the desired outcome
· Computer skills: proficient in Microsoft Outlook, Word, PowerPoint, Visio, SAP, MDM, MDG, PeopleSoft, BA Documentation software, BI Reporting, HP Application Lifecycle Management as well as Innowera (Process Runner) 
PROFESSIONAL EXPERIENCE

Master Data Analyst                                                                                                               Sept 2015-June 2019     CNOOC (Nexen Energy LLC)
Managed and problem solved all Material and Service Master Requests all while being a liaison to different business units in the Company. 
· Monitor Material/Service Master Inbox in SAP and outlook requests.
· Analyzed requests to ensure that duplicate data was not created
· Analyzed, cleansed Legacy Data
· Migration of Data from SPMat to SAP
· Verified accuracy, completeness and consistency of master record creation/maintenance requests
· Developed KPI’s for monthly reporting using SAP BI 
· Mass load requests run using Process Runner
· Implemented new Material and Service Master processes
· Lead training session for new Employees 
· Recommended changes to system and/or process as part of continuous improvement
· Testing for enhancements and upgrades 
· API Inventory counts
· Work closely with the Plant Maintenance/Planners team

MOC Master Data Coordinator                                                                                             Feb 2015-Sept 2015
TransCanada (Contractor)

As the Coordinator I was responsible for Assigning, tracking and receiving MOC’s approvals in SAP
· Train Employees on the MOC process 
· Assist and guide the business in SAP
· Track, assign and receive approvals in a timely matter
· Collaborate with the business when roadblocks occurred

Business Analyst Functional                                                                                                   May 2014 –Feb 2015
Suncor Energy Inc (Contractor)
As the team’s Business Analyst, it was my responsibility to support the technical team and work with the key stakeholders to ensure acceptance of the processes and requirements for SAP, Information Steward, and Data Services, MDG (Master Data Governance), the Business Information (BI) suite and the BI Dashboard.
· Supported Data Governance and Process/Functional Development teams 
· Supported data quality solution, analysis and design
· Worked closely with lead project personnel to support functional testing, user acceptance testing and data reconciliation
· Facilitated requirements sessions and collected and documented observations
· Wrote Blueprint documents for delivery and coordination to enable sign off from key stakeholders
· Performed Integrated testing during project implementation
· Raised, assigned and closed defects during implementation
· MDG implementation (Vendor, Material Master, Functional Location, Equipment and Bill of Material)






Manager Information and Data Management Services	Apr 2013 – May 2014
Canadian Pacific
Responsible for developing and coordinating the maintenance of Master Data objects within the SAP suite including; governance and defining the processes and procedures surrounding Master Data.
· Recruit, assemble and support cohesive team of 6 members 
· Responsible for coordinating all MDM team activities
· Assist in the development and maintenance of policies and developed a clear strategy for master data management
· Gather, analyze and document business requirements and developing Business Requirement Documents and Functional Requirement Specifications including “AS IS” and ”TO BE”
· Facilitate workshops and obtain key stakeholders engagement and buy-in while gathering and documenting requirements
· Collaborate and gain consensus on regulatory and mandatory requirements across departments and stakeholders
· Identify and define master data related procedures and practices for SAP
· Interface with the Integrated Business Process Management team and the Business to ensure ongoing maintenance and project work complies with defined master data standards
· Train individual team members on master data policy and procedures while supporting each member’s growth and career development
· Mid-year and year-end performance reviews
· Manage the Master Data budget for the organization to assist Canadian Pacific’s profitability

Master Data Coordinator	Mar 2011 – Apr 2013
Suncor Energy Inc
Worked collaboratively with senior management to create, update and streamline process and, in turn, communicate and train team members on Suncor process and expectations  

· Coordinated and assessed Vendor Administration activities across all business lines, leading to user friendly documents and an increase in turnaround from three to one business days
· Developed and executed documented process and regulations to streamline turnaround and create transparency for the business units.
· Collaborated with senior management to determine best possible solutions, while maintaining governance mandated regulations
· Established and cultivated relationships with key players in the business units to establish trust and support for the vendor administration process
· Served as liaison between Master Data Shared Services, Supply Chain and the ERP project
· Worked with American tax departments to train Supply Chain on tax implications and provided support for the SEMI group to initiate W9/W8 process
· Analyzed, cleansed and merged Legacy Petro-Canada`s vendor data
· Provided training to the International, Offshore and Credit groups on process and procedures
· Created a training course on Master Data policy and procedures to be used for Supply Chain training and reference

Master Data Administrator	Oct 2007 –Feb 2011
Suncor Energy Inc
Independently managed and problem solved the Vendor Administration inbox, while becoming the subject matter expert and creating relationships with Supply Chain Management  
· Monitored Vendor Administration mailbox for requests
· Prioritized requests based on Master Data Shared Services process (first in first out FIFO)
· Analyzed requests to ensure that duplicate data was not created
· Engaged requestors, customers and SCM management as required ensuring complete and accurate data management
· Preformed creation and maintenance of master records under general supervision
· Applied working knowledge of master records creation and maintenance procedures
· Provided assistance and basic education on master design and process to customers and co-workers
· Verified accuracy, completeness and consistency of master record creation/maintenance requests
· Recommended changes to system and/or process as part of continuous improvement
· Ensured adherence to departmental procedures and provided requested documents to external auditors

PROFESSIONAL DEVELOPMENT AND AWARDS
· How to Gather and Document User Requirements Certificate	Mar 2014
· Taking the Stage	May 2013
· Conflict Resolution	Feb 2013
· The Covey Course – Seven Habits of Highly Effective People	Apr 2012
· Awarded Suncor’s Extra Effort Award - $5000.00 monetary value	Dec 2011
· The Landmark Forum	Sept 2009
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