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	Profile

	A self-starter and quick learner able to thrive in fast paced multifaceted work environments. Versatile skill set with experience in Management, Sales, Customer Service, Quality Assurance, IT, Purchasing, Marketing, Desktop Publishing, SAP, Production Scheduling, and written and oral communication.

	Experience

	February 2014 to October 2014
	Hollander Remodeling
	Mt. Vernon, Indiana

	General Manager
· Planning. Provide leadership and vision to the organization by assisting the owner and staff with developing and implementing short range and long range business growth plans.
· Process Improvement. Monitor business and employee processes to develop and establish improvements.
· Bill Tracking. Monitored costs to bill per job. Labor, materials, permits, etc.
· Organized Crew Job Schedules. Arranged job site assignments and scheduling.
· Regulations. Ensured that all legal requirements such as licensing, permits and insurance are met.
· Estimates. Gather required specifications then create Job estimates for customers. Ensured pricing and job requirements accuracy.
[bookmark: _GoBack]


	August 1998 to June 2013
	Westech Building Products, Inc.
	Mt. Vernon, Indiana

	Marketing/Sales Specialist
Sales. Responsible for inside sales leads received via website, phone, email or walk-in. 
ERP Management. Oversaw the maintenance and the perpetual updating of the SAP (ERP) item master. This included BOM’s, routing, packaging configuration and labeling design creation.
Business Systems. Over saw the implementation of SAP Business software. I created the master data, part numbering logic, description nomenclature and was trained across business areas to be used as a “super user” so that I could help train other local employees. I also created all the packaging and labeling data for the Datapass barcoding system.
Problem Solver. Created spreadsheet solutions to optimize workflow for employees. This included spreadsheets manipulating data for reports, budgets, production scheduling, etc. Trained employees on the use of the Excel spreadsheets.
Local IT support. Provided first response support to local computer users and computer controlled production equipment to trouble shoot computer hardware and software issues. This included the phone system, printers and Quality Assurance testing equipment.
Accessory Requisition. Evaluated projected and actual sales demands for purchased resale items overlaid with current inventory to generate replenishment purchase requisitions to optimize fill rates.
Pricing. Calculated all pricing. Created list pricing tables to be distributed to customers with discount structure. I created and distributed pricing letters to our customers when base pricing changed.
Budget and Sales Reporting. Prepared yearly sales forecasting templates and then consolidate sales forecast data. Prepared monthly sales and budget variance reports by customer and product segment for distribution to sales group and upper management.
Production Scheduling. Scheduled production runs to maximize efficiencies and minimize changes to meet demand and control costs. Developed system to aid in the scheduling of production and Production reporting using SAP reports and Excel. 
Promotional Coordination. Oversaw the booking, scheduling and contracted material requirements for all promotional events including trade shows, seminars, customer advisory council meetings and conference calls.
Website Development and Management. Oversaw the development by third party vendors of the website. Was responsible for updating the website after attaining approval from the established DOA.  Produced artwork and edited photos for website.
Desktop Publishing. Designed and maintained Resource Guides, Product Catalogs, brochures, Point of purchase displays, sample boxes, tradeshow displays, customer mailings and literature using Adobe Illustrator, Photoshop and InDesign.


	Education

	March 1997 to August 1998
	Westech Building Products, Inc.
	Mt. Vernon, Indiana

	Purchasing Agent
Purchasing. Purchased all materials needed by the production plant, maintenance, office staff, and items for resale. Negotiated pricing and freight concessions. Scheduled raw material and resale items deliveries to maximize throughput cycles and seasonal variances. 
Pricing Verification. Verified that all negotiated Raw material pricing was being charged correctly. This realized significant savings due to pricing errors that I corrected. I setup a system to track and control spending by the different departments.  
Pricing Negotiations. Used my knowledge of our production equipment and what quality of parts we 
required for specific applications to help negotiate lower pricing.
Production Scheduling. Scheduled production runs to maximize efficiencies and minimize changes to meet demand and control costs. Developed system to aid in the scheduling of production.
Reporting. Developed and ran daily production reports to track productivity and scrap percentages.
Local IT support. Provided first response support to local computer users and computer controlled production equipment to trouble shoot computer hardware and software issues. This included the phone system, printers and Quality Assurance testing equipment.
Plant Budget. Assisted in the creation of the Plant Budget.


	Education

	Spring  2012

	Six Sigma Champion Training
		
	

	Diploma                                      Mt. Vernon Sr. High                             Mt. Vernon, Indiana
National Honor Society

	

	



