ALFRED RUSSO

44 RIVERGLEN DRIVE
THEILLS, NEW YORK 10984
CELL # (914) 671-9933
_________________________________________________________
SUMMARY

Innovative results oriented Corporate Services professional with extensive experience in the management and execution of administrative and facilities support functions for major corporations. Proven abilities in Inventory Control, Purchasing, and Warehousing that enhance operational control, reduce costs, and improve bottom line.

EXPERIENCE

Sarracco Mechanical Services, Norwalk, Connecticut
Office Manager/ Inventory Control Coordinator, 2013 -Sep 2015
SYMBOL 183 \f "Symbol" \s 12 \h Responsible for supervision of all aspects of inventory and materials in branch office.
SYMBOL 183 \f "Symbol" \s 12 \h Provide an additional avenue for Project Managers to alert of scheduling needs.
SYMBOL 183 \f "Symbol" \s 12 \h Coordinate the delivery of Materials/Equipment to job sites if needed.

SYMBOL 183 \f "Symbol" \s 12 \h Interact with vendors to obtain quotations for use by Project Managers in production.                                                                                SYMBOL 183 \f "Symbol" \s 12 \h Notifying vendors of assigned purchase orders and track appropriate documentation.
SYMBOL 183 \f "Symbol" \s 12 \h Promptly coordinate returns with HQ and Vendor.
SYMBOL 183 \f "Symbol" \s 12 \h Administrative support for branch office.
      
Coach USA, Mahwah, New Jersey

Parts Manager, 2007 - 2012
SYMBOL 183 \f "Symbol" \s 12 \h Overseen Automotive Parts Department & Staff.
SYMBOL 183 \f "Symbol" \s 12 \h Maintained all aspects of ordering, receiving and rectifying inventory parts.
SYMBOL 183 \f "Symbol" \s 12 \h Ensured stock inventory levels are maintained to adequately meet operational needs.

SYMBOL 183 \f "Symbol" \s 12 \h Expedited purchase orders by identifying and resolving vendor or shipping problems.
SYMBOL 183 \f "Symbol" \s 12 \h Interacted with Field and Corporate Offices.

Westfalia Seperator, Northvale New Jersey
Purchasing Associate,   2005 - 2007
SYMBOL 183 \f "Symbol" \s 12 \h  Procured all equipment parts and office supplies on a timely basis.
SYMBOL 183 \f "Symbol" \s 12 \h  Researched product information relating to furniture, equipment and office supplies.
SYMBOL 183 \f "Symbol" \s 12 \h  Drove cost reductions on Purchase Order Requests by negotiating favorable contracts with key  

    suppliers.

SYMBOL 183 \f "Symbol" \s 12 \h  Coordinated deliveries with Sales, Distribution and Corporate Offices.

SYMBOL 183 \f "Symbol" \s 12 \h  Resolved any vendor related Account Payable issues.

SYMBOL 183 \f "Symbol" \s 12 \h  Maintained all procurement documentation.

Hitachi Corporation, Tarrytown, New York

Fulfillment Representative, 2002 - 2004
SYMBOL 183 \f "Symbol" \s 12 \h  Acted as a liaison between Hitachi and IBM for new joint computer network venture.
SYMBOL 183 \f "Symbol" \s 12 \h  Purchased and maintained $5 Million of inventory at onsite IBM location.

SYMBOL 183 \f "Symbol" \s 12 \h  Handled all inventory issues and interact with Hitachi HQ in Japan. 

SYMBOL 183 \f "Symbol" \s 12 \h  Coordinated and shipped all RMA ‘S and defected parts.

SYMBOL 183 \f "Symbol" \s 12 \h  Prepared all import/export documentation.

Fuji Film-Fuji Medical Systems, Stamford, Connecticut
Parts Coordinator, 1993-2000
SYMBOL 183 \f "Symbol" \s 12 \h Responsible for planning, purchasing, and maintaining electronic parts.


SYMBOL 183 \f "Symbol" \s 12 \h Analyzed budgets and negotiated contracts.
SYMBOL 183 \f "Symbol" \s 12 \h Created and maintained correspondence, spreadsheets, and reports

SYMBOL 183 \f "Symbol" \s 12 \h Conducted inventories and analysis of new products.
SYMBOL 183 \f "Symbol" \s 12 \h Interfaced extensively with Tokyo office for troubleshooting and issue resolution

SYMBOL 183 \f "Symbol" \s 12 \h Managed interdepartmental inventory inquiries and requests.
SYMBOL 183 \f "Symbol" \s 12 \h Designed, planned, and evaluated facility improvements.
SYMBOL 183 \f "Symbol" \s 12 \h Achieved large-scale savings by performing vendor reviews and competitive bidding.
SYMBOL 183 \f "Symbol" \s 12 \h Fulfilled all obligations to Field Service Engineers, vendors, and accounts.
Computerland INC. (Formerly NYNEX Business Information Systems) White Plains, NY
Service Administrator, 1991-1992
SYMBOL 183 \f "Symbol" \s 12 \h Interacted with customers to ascertain what products and services were required to best suit   

   their individual or business needs.
SYMBOL 183 \f "Symbol" \s 12 \h Assisted Engineers with installing and repairing computer networks.
SYMBOL 183 \f "Symbol" \s 12 \h Ordered and received parts and negotiated with vendors to implement cost effective bidding processes.
SYMBOL 183 \f "Symbol" \s 12 \h Investigated and tracked purchase orders and prepared for internal audits.
NYNEX Business Information Systems, White Plains, NY
Inventory Control Administrator, 1988-1991
SYMBOL 183 \f "Symbol" \s 12 \h  Mechanized, modified, and enhanced various manual and mechanized reports used to monitor

    operations on a company-wide basis.
SYMBOL 183 \f "Symbol" \s 12 \h  Organized and monitored finished goods, DP’s, and Logs.
SYMBOL 183 \f "Symbol" \s 12 \h  Ordered service parts and controlled inventory.
SYMBOL 183 \f "Symbol" \s 12 \h  Tracked cycle counts and printouts.
Receiving Clerk, 1985 -1988
SYMBOL 183 \f "Symbol" \s 12 \h  Shipped, received, and maintained inventory for over 100 Business Centers nationwide.
SYMBOL 183 \f "Symbol" \s 12 \h  Tracked and processed requisitions.
SYMBOL 183 \f "Symbol" \s 12 \h  Resolved field and vendor inquiries and conflicts.
SYMBOL 183 \f "Symbol" \s 12 \h  Conceptualized and implemented policies and procedures.
TECHNICAL SKILLS

Microsoft, MSA, AS/400, SAP
AWARDS

2003 Hitachi President Award Winner

EDUCATION

Westchester Community College, Valhalla, NY 

REFERENCES

Furnished Upon Request                                              
                                                Sincerely

                                               Alfred Russo
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