Tina Penn

8759 North Bay Drive, Chanhassen, MN 55317

952.913.1130

huffpenn@gmail.com
•
20 Years of experience in customer service, transportation & logistics, 13 years in management. 

•
10 Years of Customer Service management and sales assistance.

•
Extensive experience with all modes of shipping and transportation.

Professional Experience


SHIPPING MANAGER

Maximum Graphics, Chaska, MN (3/07 – 1/10)

Manage transportation and logistics for $15,000,000+ per year printing company.

•
Responsible for all aspects of shipping and receiving finished product and final delivery to customers via best method.

•
Direct supervision and management of 8 employees.

•
Responsible for all transportation of unfinished product and outside service vendor delivery and pick up.

•
Responsible for 80k sq. ft. finished product warehouse. Inventory control and distribution for 36 separate customers and 1000’s of products.

Established and maintained customer/vendor/inside sales relationships.
•
Established and communicated expectations and requirements for customer receiving and logistics specs. 
•
Managed personal and technical relationship with customers, vendors and transportation vendors.

•
Implemented and maintained best way practices and education of Sales and account managers for product delivery.

•
Daily management of production meeting for scheduling and planning with 5 operations/7 account managers.

•
Pre-production estimation and freight quotes per customer request and RFP.

•
Extensive knowledge of shipping methods, transit times, cost and best way distribution management. 

Technical and program management

•
Operate and maintain 3 vehicles and 6 drivers in compliance with OSHA and DOT standards.

•
Extensive knowledge of multiple shipping, inventory and print management programs including PSI, Smartlinc, Promail, UPS WorldShip, FedEx Ship Manager and Desktop Tool, and Labelview.

•
Extensive knowledge of Excel, Word, batch processing.

Major Projects/ Achievements
Established procedures for batch shipment processing-Utilizing new shipping program and technology, created system for shipping unlimited multiple packages to individual locations without separate entry per piece. Enabled massive shift in production policy and sales avenues.  Redesigned shipping program with upgrade to provider software using Worldship and ShipManager.

Developed and implemented performance and quality improvement program-Redefined shipping and warehouse expectations and quality assurance procedures as “last line” department. Created employee inspection program floor-to-door for QA.

Created labeling system for critical customer requirements-Introduced flexible customer driven labeling system that incorporated off site requirements and barcode technology with print on demand technology for single touch finishing and consistency of service. 
CUSTOMER SERVICE MANAGER

CitySprint Transportation, Edina, MN (9/01 – 10/06)

Manage customer service for $10,000,000+ per year courier, warehousing and logistics company.

•
Direct supervision of 16 customer service and warehouse employees in busy phone/computer order center.
•
Responsible for all order entry, order processing, shipping and receiving procedures and management.

•
Direct responsibility for all customer satisfaction, retention and conflict and complaint resolution.

•
Established and maintained positive and long term customer and vendor relationships.

•
New account research and follow up to establish strong relationships with new customers.

•
Shared responsibility for up to 62 courier and straight truck drivers (Independent Contractors)

Supervised receiving, inventory control, storage, distribution, traffic for critical technical and medical component warehouse.

•
Redesigned, implemented and maintained 100000 square foot warehouse. 

•
Directly supervised the daily operations and staff for inbound and outbound products

•
Established and maintained excellent vendor and customer relations in warehouse departments.

•
Designed and maintained system of oversight of daily inventory changes, receiving and processing, outbound shipments and deliveries, and cycle counts.
Major Projects/Achievements

•
Development and implementation of Additional Service Sales Program to market additional services to active accounts.

•
Designed and oversaw creation of new logo, stationary and marketing material for salesmen, still used on current website.

•
Development and implementation of Customer Review Program to “resell” our products and services to dormant accounts, resulting in 22 revitalized accounts.

•
Choice Logistics training video filmed at our warehouse and narrated by me as a reflection of a model warehouse and excellence in procedures.

•
5 year exclusive use contract signed by Choice Logistics for MSP region in my 3rd year.

•
3 consecutive years of Presidents Award for Excellence from New Breed Logistics, with 100% inventory maintenance. 

CUSTOMER SERVICE MANAGER

LCL Transportation, Bloomington, MN (1/93 – 8/98)

Manage customer service for executive transportation and limousine company

•
Direct supervision of 6 customer service call center / order entry employees.

•
Responsible for all customer contact and order entry procedures and management.

•
Direct responsibility for all customer satisfaction and retention.

•
Established and maintained positive and long term vendor relationships.

•
Worked with salesmen to establish strong relationships with new customers.

•
Implemented and maintained system for coach booking and transport for large groups. 

CUSTOMER SERVICE REPRESENTATIVE

HealthEast Transportation, Minneapolis, MN (1/88 – 8/92)

Responsible for customer contact and order entry for medical transportation company

•
Received and processed orders for med cab and Metro Mobility customers.

•
Communicated with nursing homes and hospitals to coordinate pick up and return of patients.

•
Created new scheduling board and process for Metro Mobility callers that increased capacity by 45 % and was implemented and used throughout entire system.
Education
Associate Degree / Business Management ND School of Business, Fargo, ND  1987

Professional EAI Fundamentals of Leadership Course, 2009

18 Bravo Commendations for Excellence or Cost savings during position at Maximum Graphics

