Belinda S. Hardy
110 Kendra Ct.
Lowell, MI  49331
Cell:  (616) 802-0655
PROFESSIONAL EXPERIENCE:

BUYER/EXPEDITOR – GE Aviations, (Through Adecco) – Grand Rapids, MI				2014-Present
Contact Supply Chain and Distributors for open order status, stock availability and shipment information and tracking.
Assist other Buyers and Fulfillment team for pricing, PO revisions and date changes of commodity items and requirements.
Monitor and update ERP database, Oracle and SCP (Supply Collaboration Portal).
Other task and job objectives  related to purchase order status, updates and material planning.

BUYER/PLANNER – Altus Inc., Walker, MI							             2013-2014
Manage daily purchasing functions utilizing Global Shop ERP database,  issue purchase orders to approved suppliers based on customer orders and  requirements. Maintain pricing, lead times, re-order points, order quantities for MRP purposes and planning into ERP Supply and Demand; and initiate RFQ’s to vendors for pricing and cost reductions, analyze best pricing, delivery and quality. 
Control PO acknowledgements, expedite orders and schedule delivery pick ups for local suppliers and associates.
Generate shop work orders and routings from customer Sales Orders, acknowledge ship date to customers and assist with customer service. Review and control inventory stock levels and investigate inventory discrepancies as needed.  Generate and updated BOM in Global Shop, reviewed engineering drawings and forwarded drawings to suppliers through product launches, RFQs and new items as dictated by Engineering Department.  Processed non-conforming forms, updates to quality systems, and communicate and follow-up with suppliers regarding quality issues to ensure materials meet product quality specifications; request credit from suppliers as applicable to discrepant material.

PLANNER – Linear Corporation, Through Office Staffing – Grand Rapids,  MI			          2012 – 2013
Planning and scheduling for contract manufacturer, Savant Systems in Hyannis, MA.
Customer service – Daily communications via phone and email , received orders for processing into ERP. 
Order entry of customer purchase orders and requirements, entry into Intuitive ERP database, produce Sales Orders.
Initiate work orders and scheduling for production employees in warehouse and  inter-office meetings with personnel in production.
Provide Excel spreadsheet report for meetings and production of open orders and schedule dates.  Review product when assembled and completed,  finished WIP receipts into ERP and  provided shipping documents to Shipping Department.
Contact customer with shipping and tracking information, scan  shipping pick list and forward to customer.

SUPPLY CHAIN PLANNING AND COORDINATOR - Amway, Ada, MI					2010-2012
Monitor components required for daily production and contact suppliers/vendors concerning purchase order and shipments.
Submit Expedite forms to Logistics and Traffics departments and schedule deliveries.
Implement and maintain daily Excel WAAG report, (Week At A Glance) schedule to production employees and supervisors.
Experience with MRP in JDE Electronic Database.  Offer suggestions and solutions to other MRP Planners, assist with scheduling, purchase orders, pricing, etc. Daily meetings with production personnel.

PURCHASING,  MATERIALS, CUSTOMER SERVICE  ASSISTANT- Adecco ( Blackmer), Grand Rapids, MI	  2007-2009
[bookmark: _GoBack]Provide a wide variety of key tasks to help with improving office efficiency and company profitability.
Communicate and meet daily with Sales/Customer service departments to ensure customer requirements and order status concerning production and on-time delivery; implement and distribute Excel spreadsheets with order, lead-time an delivery to Sales, Materials, Production and Shipping Departments.  Maintain customer order information through data management in AS400 for lead-times, stock levels and delivery dates.  Processing of purchase orders, including MRO, production parts, and material in the AS400 Business Planning and Control System (BPCS), also maintained vendor data in this system.
Full service handling of purchasing issues, including expediting orders, contacting suppliers for production requirements, and ensuring on-time deliveries, monitored Open Order, Past Due, and Material Requirements Planning (MRP).
Purchase all o-rings through supplier-provided software and on-line database by using barcodes and scan gun.
Well-trusted to build solid relationships with suppliers, including obtaining RFQs, PO acknowledgements, reviewing pricing and delivery schedules, and sending quarterly quality Scorecards for supplier evaluations; monitor usage and allocations for quantities required for daily production.
Process Material Defective Reports (MDR’s) and send RMA form notices to suppliers to return defective material and maintain debit log Excel spreadsheet for Accounting Department.  Produce and distribute packing slips/debit memo form for Shipping to return parts and to Accounting to debit costs from suppliers.
Generate customer shop floor order reports (packing slips)  to distribute to plant employees for production and assembly in BPCS for Materials Dept to ready for Shipping Department.  Implement and maintain Excel spreadsheet for MDRs and suppliers defective material, scan and  file MDR reports (pdf files). Monthly entry of Metrics and Score Card reports for Quality and DPPM reports, supplier On-Time Performance reports, and PPV.
Flexible and skilled  to cover for other employees in Purchasing during vacations, which includes buying packaging, materials for tool crib, shop floor maintenance supplies, office supplies, and other material through Kan Ban card system.


SCHEDULER/CUSTOMER SERVICE REP, SHIPPING  - Central Logistics, Kentwood, MI			2006-2007
Fast-paced office environment position providing top-notch customer service and timely outbound food shipments.
Extensive customer communication via phone/email for customer orders, receipts, deliveries, revisions and customer concerns.
Received and processed new daily/hourly orders submitted  by customers .
Implementation of  Excel spreadsheet of orders with scheduled items and hourly deadlines of shipments to multiple locations.
Processed orders to create Bill Of Ladings/shipping manifests for shipments through MAVES software.
Maintained daily/hourly schedules through monitoring and expediting of shipments to ensure on-time deliveries.
Provided Inventory Control through customer-supplied QAD data of incoming purchased food ingredients.
Entered receipts (incoming deliveries) into MAVES software, and processed outbound deliveries; verified inventory stock levels.
Assist suppliers, buyers and customers to meet shipment demands.

PRODUCTION SCHEDULER  –  Valley City Sign,  Comstock Park, MI 					2000 – 2006
Scheduled work orders submitted by Sales Department to produce dispatch reports and barcodes.
Utilized NaView lean manufacturing software for shop floor production and labor hours operation scheduling. 
Scheduled and monitored service work required using on-line internet database .
Reviewed new jobs and drawing specifications from the customer by coordinating pre-production “Packet Review” meetings.
Systematically transferred quotes to order status, producing packing slips through Great Plains Dynamics software.
Maintained Access database with actual and estimated labor hour reporting.
Analyzed and forecasted production flow to meet final due dates.  Billed work orders when completed, and submitted final shipping/installation manifest to Accounting  for invoicing purposes.  Supervised shipping department personnel to ensure on-time arrivals to meet customers’ expectations.

QUALITY ASSURANCE / BUYER / PRODUCTION CONTROL - Hadley Products, Grandville, MI	 	1987 – 2000
(Internal promotions included with positions held at company)
Promoted from production control to buyer to quality assurance during my time at Hadley; processed  Shipping and billing of final
products/assemblies to produce shipping documents (packing slips, invoices, Bills of Ladings) in Future Three software in AS400.
Certified Internal Auditor, performed internal audits for QS 9000 practices and procedures.
Excellent knowledge of purchasing practices and supply chain management; maintained PC files on Access, Word, and 
Excel spreadsheets  for Quality Issue Reports (QIR), Customer Concerns, and PPM (Parts per Million) to measure performance.
Handled incoming calls from customers with various concerns and helped with problem-solving any situation.
Performed gage calibration and control of material parts, handled document control of standards; performed internal testing on Salt
Spray and Dimensional Layouts of various items.
Requested PPAP Sample Submission, assisted Engineering in follow-up with suppliers to purchase quality approved material.
Purchased various material and items through outside suppliers/vendors for manufacturing.
Designed and implemented vendor tracking of purchased materials for production and inventory control through MAPICS.
Maintained MRP on the AS400 hardware system, creating purchase orders for production of air horns and height control valves.
Assist in team-environment for other automated systems such as Batch Control for item-movement  through outside sources,  scrap
system for reporting/removing from inventory,  Quality Assurance Supplier Delivery Performance report, and  Defective Material
Report/Debit System.  Team-involvement in implementing company practices and procedures to be compliant with QS9000/ISO9001 
requirements.  Ordered purchased parts and processed purchase orders from vendors and suppliers.
Handled expedited material with verbal communication, and delivery to supply chain locations.
Implemented/maintained various spreadsheets on PC to control movement of material and to produce monthly vendor schedules.
Processed and initiated quotations for purchased material and blueprint distribution; assist Sales Department regarding work orders;
and follow-up with quote data for pricing and cost.
Entered and monitored Defective Material Reporting (DMR), miscellaneous office duties for Quality Director. Practiced 
Statistical Process Control (SPC), and charted material being produced.

EDUCATION AND SKILLS:
· Davenport College, Grand Rapids, MI, pursuing BA in Business Management 
· Extensive seminars and training in Microsoft and other software programs to stay competitive and up-to-date
· Additional on-the-job training through Nelson Metals/Hadley Products when needed to apply to job requirements, such as  NAFTA; GD & T, SPC, and Automotive-type practices
· More than 20 years of excellent, broad experience in manufacturing and office environments
ATTRIBUTES:
· Professional and detail-oriented, loyal and dedicated and long history of process improvements and efficiencies at all employers
· Well-trusted and very capable employee, well recommended, have many solid references available upon request
· Able to set, obtain, and accomplish goals and to prioritize job requirements
· Strong interpersonal communication skills within organization, and with customers and supplier base
· Able to apply common sense and logic to job scope and responsibilities for superior results.  Willing to efficiently learn new practices 
and ideas for continuous improvement;  can  react quickly to any scenario in a fast-paced environment for best practices and results
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