
Terry L. Dunn
3610 Lancaster LN #4

Plymouth, MN 55441

Phone: (612-385-0600)
Email: tldunn101@yahoo.com
 
Education
1993–1995              
Minneapolis Tech College         Accounting     


Systems Knowledge
SAP, Great Plains, JD Edwards, Demand Planning, AS/400, Access, QuickBooks, Word, Lotus Notes, Excel, PowerPoint, SMS (EDI), Citrix, Visio, CBIS, APEX, etc…
 Purchasing/Inventory Control
· MRP/ERP systems analysis, inventory control and implementation
· Ensure dead/slow moving inventory is removed or addressed appropriately & review quantity discounts
· Notify all departments & branches of new/deleted items, price changes prior to effective date
· Determines MRP system settings to optimize inventory, varying recommendations based on established variance guidelines & resolves system reconciliation issues (invoice & receiving discrepancies).
· Respond to all damaged & short merchandise received by vendors
· Consignment of medical devices to sales reps and vendor location via par levels and request
· Assist all customer support departments in resolution of customer problems & satisfaction of needs
· Stock/Non stock sourcing, purchase order creation, confirmation, receiving, stocking & invoice reconciliation
· Min/Max system adjustments, part number designation & input, item information verification to align with UPC process
· Applying invoice numbers to billing statements & daily A/P check reconciliation 

· Daily bid response entries & confirmations
· Communication via telephone, fax, e-mail, letter to suppliers, subcontractors, & internal/external customers
· Performs additions, deletions, record updates & general maintenance on various accounts files
· Daily creation of customer billing for time & material
· Monitor daily exception reports & perform data maintenance
· Trade show organization and set-up
Customer Service Experience

· Respond to Office Services Help Desk requests & assign appropriate individual to resolve customer problems/requests in a call center environment
· Assist all customer support departments in resolution of customer problems & satisfaction of needs
· Generally displays a courteous & helpful attitude in order to provide a positive experience for our customers
· Promptly follows up with customer after complaint to ensure they are satisfied with the action that was taken & evaluating accounts for crediting for goodwill or customer satisfaction
· Access customer account information via computer software & make necessary entries in order to resolve problems &/or complaints, initiate or change service, process transactions, schedule installations, etc. 

· Communicate with customers effectively & clearly, which requires excellent oral communication skills (grammar, enunciation, pronunciation)

Administrative Experience

· Setting up and maintaining files

· Great Plains, SAP, Demand Planning systems implementations

· Coordinating Meetings

· Administrate door access & elevator access security card program
· Preparing correspondence 

· Corresponding with Customers/Clients

· Back-up perform duties to Switchboard Operator & Receptionist positions
· Preparing and scanning file documents
· Making Travel Arrangements
· Prepare all orientation documents, incoming/outgoing mailings and tracking information as needed

· Order supplies
Shipping/Receiving Experience
· Tracking of customer purchase orders via UPS, FED EX, Quicksilver or Speedee Courier services or Overnight air
· Processing all parts & material returns by acquiring RGA’s to match with credits & invoices before returning to A/P
· Pick ticketing & backorder distribution
· Track & maintain shipping info such as system updates, freight weight, cartons amounts, SKU set-up, ship date departure & arrivals for multiple account
· Stocking by use of Pallet Jack &/or Forklift, cleaning & organizing cribs to consistently match part #, bin locations & stocked quantities to computer system
· Adjusting QOH & variances thru cycle counting while setting & forecasting order points.
Employment History
Jun 2009 - Present
Engineered Products ( WDS/AS400)




Minnetonka, MN

International Buyer

Mar 2009 - Jun 2009
Medtronic - Medical Supplies (SAP)




Shoreview, MN

Customer Service Rep (Short-Term Temp)

Oct 2008 - Dec 2008
Gopher Bearing Co. - Industrial Parts (SAP/AS 400)


St. Paul, MN 

Purchaser/Inventory Analyst (3 month Contract)

Jul 2008 - Oct 2008
Planned Parenthood - Pharm./Medical Supplies (Great Plains/Access)
St. Paul, MN

Contract - Purchaser/Inventory Analyst (3 Contract thru ProStaff)

Mar 2008 - Jun 2008
Gallipot - Pharmaceutical/Medical Suppliers (Great Plains/Access)
St. Paul, MN

Contract - Purchaser/Inventory Analyst (3 month Contract)

Oct 2006 - Jan 2008 
Dalco Inc. - Sanitation/Janitorial (Demand Planning/AS 400)

New Brighton, MN

Buyer/Sales Support (Managerial restructuring layoffs due to budget cuts) 

Jul 2005 – Oct 2006
ELCA Board of Pensions - Financial (Great Plains)


Minneapolis, MN

Purchasing Agent/Office Services Buyer (Accepted Position with Dalco in hopes of developing buying & negotiation skills in a more productive environment)

 Jan 2004-Jul 2005 
Center Point Energy – Home Service Plus (HVAC) (SAP/AS 400)

Minneapolis, MN 

Lead Material Services Rep/Purchasing Assistant (Accepted Position with  ELCA)

Jan 1999 - Jul 2003
Paper Magic Group - Seasonal Novelties (JD Edwards/Access)

Minneapolis, MN

Assistant Purchasing Agent/Direct Import Specialist (Laid-off/Closed Location)

1996 - 1999             
Fleming Grocery - Produce
(AS 400/Access)



Minneapolis, MN

Investment Buyers Assistant/ Purchasing Assistant (Laid-off/Location moved to TX)

