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 ________________________________________________________

Qualifications and Skills

· Detail-oriented with the ability to work independently 
· Experienced and effective in communicating with clients and co-workers
· Accustomed to handling multiple tasks and priorities.
· Professional, with managerial experience, and a versatile team player
_______________________________________________________
DFF Corporation






January 2012 – September 2022
Production Control 
Worked directly with sales, I scheduled and handling the creation and distribution of all production packages to the manufacturing and assembling departments. Input & processing all orders requested from the account service staff while communicating supply concerns to department managers. Company experienced a sales volume increased of 300% during my tenure as production control. I was able to manage workflow lot sizes to maximize labor , staffing and best realize cost savings for Company. Software ERP system used was E2 Shoptech MFG.
Inventory Control 
Working directly with the Treasure to prepare banking reports on Month /Quarterly ending inventory levels and W.I.P. inventory. Performing cycle counts and adjusting E.R.P. system to reflect any require adjustment to maintain accurate accounts in inventory. Working with account services and purchasing groups identifying accounting errors and needed system required adjustments to avoid ongoing discrepancies.
Worked with production and Account services to identify any potential shortages. Updated the current E.R.P system with accurate cycle time and usage demands to help mitigate production delays. Supported the inspection department with daily work log to maximize completion times for production orders to meet the customers’ requirements.
Account Service Representative   

Developing and maintaining relationships with new and existing accounts opened by sales team.  Handled the manufacturing and assembling orders received from the sales staff. Communicating concerns to all parties involved while delivering a quality product. Worked directly with the Vice president of Sales. (Partial client list: IBM, Siemens, BAE systems, General Dynamics, Applied Materials).

Previous Employers:


AM Lithography Corporation                                                                    

Positions held during employment:

Account Service Representative (Packaging Division)


Customer Service Representative (Commercial Print Division)

Packaging & Commercial Print Estimator 

Shipping/Receiving Manager
Developed and maintained relationships with new accounts opened by sales team. Handled all aspects of the packaging orders from design, prototype approval, estimate stage, proofing, production, finishing to delivery of final product. Communicated concerns to all parties involved while delivering a quality product. Worked directly with the Director of Sales AM Packaging. (Partial client list: Dunkin Donuts, Implus Footcare, Smith Sport Optics, Essie Cosmetics, Lindt & Sprungli, & Nassau Candies).

Handled all aspects of commercial print orders from estimate stage, proofing, production, and finishing to delivery of final product. Communicated with all parties involved while insuring delivery of a quality product. Worked directly with the vice president of AM Lithography. (Partial client list: Mass Mutual, Phoenix Investment Partners, John Hancock Funds &Newkirk)

Coordinated the quotes with purchase orders and production. Met customer’s needs and requirements based on estimate request descriptions. Developed & maintained relationships with vendors. Worked against deadlines. Solved problems by formulating and generating appropriate solutions. Performed market assessments, competitor analyses, and pricing strategies. 

Managed the receipt of all incoming product shipments. Coordinated the shipment of products, including picking and packing. Managed the outbound International and Domestic shipping of products to company distributors and retailers. Served as a liaison between company and shipping companies such as, UPS, DHL, FedEx, etc. Operated company vehicle for the transporting of supplies. 

________________________________________________________
Staples Inc.

Positions held during employment:
Sales Manager








             
Operations Manager
 

Office Supply Lead

Receiving Lead 
Accounted for fostering a sales culture to strategically enhance customer service and store profitability. Maximized sales and gross margin through the effective management and execution of selling skills, sales and service programs plan to sell program, goal setting, and analysis. Achieved sales goals and drove margin throughout the store.  Handled the operations of the store upon General Manager's leave. Administered cycle counts weekly. Implemented reviews and evaluations on employees. Managed inventory wall to wall counts bi-annually. Software used was AS400 at Staples Inc.
Mellis & Company








Real Estate Agent -
   
   





               Longmeadow, Ma

Licensed Massachusetts Real Estate Agent.

 _______________________________________________________

Education & Licenses









Licensed Massachusetts Real Estate Agent 

Business Administration - Holyoke Community College

Holyoke, Ma 

High School Graduate - Central High School

Springfield, Ma


