China Batista
1 Main Street, New Cityland, CA 91010

Home: (555) 322-7337 | Cell: 000-000-0000

example-email@example.com
Summary
Detail-oriented Contract Analyst with expertise in legal financial and business contracts examination. Highly motivated and analytical with strong collaboration organization and communication skills.
Highlights
	· Contract terms

· Regulatory requirements

· Business understanding

· Legal expertise

· Hard working
	· Database control

· Project management

· MS Office proficient

· Financial analysis

· Team player


Experience

Contract Analyst

3/1/2010 - Current
QualCorp

New Cityland, CA
· Analyze legal and financial documents for contract adherence.

· Maintain database of contracts and supporting documents.

· Develop statistical models to support project managers.

· Forecast financial trends to support company contracts.

· Design tracking system for budget information to make processes more efficient.
Contract Analyst

6/1/2006 - 2/1/2010
Navona Inc.

New Cityland, CA
· Evaluated documents and contracts and recommended changes.

· Implemented process improvements to maximize department productivity.

· Created quality assurance system for document review.

· Trained five new analysts on proper procedures.
Contract Analyst

7/1/2004 - 5/1/2006
PMJ Business Group

New Cityland, CA
· Reviewed complex legal and business contracts.

· Examined language from legal and financial aspects.

· Requested additional documentation and clarification as needed.

· Handled multiple simultaneous projects with consistent on-time completion.

Education

Bachelor of Arts - Accounting

2004
California State University

New Cityland, CA

Pinnacle Academic Achievement Award
Member of Chess Club
3.92 GPA
