STEPHEN R. DALBEC
21 Pickering St.
Auburn MA 01501
(508) 769-4286
Stevedalbec@charter.net

OBJECTIVE To secure a position where my education and work experience can contribute to growth and profits.

PERSONAL Organized, dependable and outgoing...highly motivated self-starter...conscientious with attention 
STRENGTHS  detail...team player who also works independently...good listener who learns quickly...high energy level...performs well under pressure.

PROFESSIONAL • Effective communicator with excellent interpersonal skills
SKILLS • Cooperative and flexible, adapting easily to change• Creative and persistent problem solver• Able to handle multiple tasks and set sensible priorities• Strong organizational, administrative and time management skills• Computer - Oracle, Dataworks, Excel, WordPerfect, Client Server, E3, Access, AS400

EDUCATION WORCESTER STATE COLLEGE, Worcester, MA
B.S. Business Administration 1994 Concentration: Marketing/Human Resource Management
Internship: AUCTION MARKETING GROUP, Westboro, MA, 9/93-12/93
Marketing Assistant - Set up schedules for sales reps, assisted with office work, responded to client inquiries, drafted letters to clients, assisted at auctions and handled special direct mail projects.

ISO 9000 trained
APICS member
NAPM member

EMPLOYMENT
 STAPLES INC. Framingham MA
6/07- Present - Inventory Analyst, Staples NAD Replenishment Dept.
Management of 30,000 skus, consignment and non consignment for staples.com and Staples Contract, across 28 fulfillment centers in the U.S. Vendor management, forecasting, planning, order management, reporting, analysis, vendor compliance. Responsible for planning tax season for entire division. 
11/99-6/07 NSP Sr.Technology Buyer, SCC Replenishment Dept.
Responsible for procurement of stock non-stock small business machines, software, and computer accessories. The timely release of purchase orders drop ships, specials, HLI’s and HLR’s. PO corrections and cancellations, product sourcing, rush orders, vendor relations, 24 hour turn around on email inquiries, help desk inquires, resolving accounts payable issues, costing, training new buyers, HLA’s, POD’s.

5/98-11/99 VECTRON INTERNATIONAL, Nashua, NH
Buyer/Planner, Purchasing Dept. 
Responsible for the procurement of inventories and supplies used in production. Planning using MRP, maintaining vendor relationships, forecasting, cost analysis, quarterly vendor quality and performance analysis, lead time management, purchase orders, database management, price negotiation, expediting orders, purchasing safety equipment, ensuring that proper documentation, procedures and policies are followed in accordance with the ISO 9001 principles for all requisitions. 

6/96-5/98 CATALINK DIRECT, Norwood, MA
Buyer/Planner, Product Management Dept.
Responsibilities include inventory planning and product management, MRP, JIT, sourcing product from various distributors, purchase orders, 24-hour turnaround deadline, finding new suppliers and creating established partnerships, expediting orders, finding constrained product, price protection, returns, roll-outs, special bids, quotes, part activations and database management, daily reports, forecasting, cost negotiation, assisting sales in the day-to-day goals of customer satisfaction.

5/94-6/96 FUGRO EAST, Northboro, MA
Divisional Purchasing Coordinator 
Responsible for the development and implementation of new inventory policies and equipment tracking systems for the Eastern Division. Duties include purchasing and expediting equipment and inventory including environmental equipment repair and calibration, cost control, payables and receivable, purchase orders, MRP, JIT, periodic reports to Vice President and project managers, vehicle equipment and inventory budget and planning. Also provide technical assistance and training, safety plan assistance, along with field equipment supervision.


INTERESTS Physical Fitness, Reading, Canoeing, Music, Military History

REFERENCES Available Upon Request
