Frank Ramsey 

1303 Getzelman Dr * Elgin, IL 60123 * 847-529-9931 * framsey2853@sbcglobal.net 

PROFESSIONAL EXPERIENCE

Job Giraffe (Paige Personnel-long term temp assignments)                         07/11-8/12

Buyer/Planner Assistant 

Marketing and Communications Assistant
· Assembled work orders for production schedule and reviewed for accuracy. 

· Maintained production schedule by recording completed work orders.

· Calculated and documented daily CNC production hours. 

· Maintained wood movement log.

· Recorded China imported material from invoices. 

· Assisted with shipping dept. and special projects as needed. 
· Monitored E-Channel communications including password resets.
· Investigated users requests to SalesNet access, ensured that request qualifies per set parameters.

· Monitored and approved distributor requests for access to Streamline (literature orders).

· Compiled special quotes for upcoming projects, trade shows, etc. 

· Special projects as assigned. 

Sign Management and Consulting                                                             07/10-present
· Provided consulting services to business clients. 
Frank's Handyman Service (self-employed)                                                   07/10-present
· Specializing in home maintenance projects.
Cutting Edge Millwork, Inc., Elgin, IL                                                          08/05-01/10

Estimator / Buyer

· Created estimates and orders to submit to clients based on sales representative's material list. 

· Obtained vendor quotes for custom products as per job specifications. 

· Accurately documented the current cost, sell price and lead time of each product. 

· Communicated the completion of estimates to the sales representative and client.

· Made necessary revisions to estimates as requested by sales representative and client.
· Created purchase orders and confirmed order receipt, contacted vendor to resolve any discrepancies.

· Verified inventory would complete order where in stock items were requested.

· Recorded expected delivery dates for items and communicated to sales representative and client. 

· Scheduled deliveries of material to job site based on customer needs.

· Maintained files and records of materials, pricing, inventories, and deliveries. 

· Resolved invoicing discrepancies, processed RMA’s and credits. 

Acxiom – IT Outsourcing, Chicago/O’Hare, IL                                             01/99-9/03

Technology Buyer / PC Tech                       

· Established and maintained IT standards by reviewing quarterly.

· Negotiated pricing agreements with vendor representatives.

· Prepared documentation for capital expenditures consistently exceeding contract requirements.

· Handled all requests for new PC purchases conforming to business unit standards.

· Improved and maintained vendor relations.

· Purged open order file regularly to insure timely shipments.

· Maintained asset management database.
· Imaged and configured new PC’s. 

· Hardware and software installs and upgrades.

· 10/100BaseT Ethernet network configuration. 
· Installed local and network printers.
Vernon Computer Rentals, Des Plaines, IL                                                     4/97-12/98  

Asset Manager / PC Tech

· Prepared equipment for rental contracts.

· Provided technical support to rental clients.

· Consistently met or exceeded deadlines in getting equipment to client site when promised. 

· Coordinated delivery and pick up of rental equipment utilizing company van, Federal Express, local couriers, and LTL shipments.

· Designed and maintained inventory spreadsheet to increase productivity of sales staff.  

· Developed and implemented procedures to increase warehouse efficiency resulting in faster order processing. 

· Assigned assets to rental contracts and transferred equipment between U. S. branches utilizing best cost effective method. 

Wickes Lumber Company, Streamwood, IL                                                  1985-1995   
Inventory Manager / Estimator / Buyer                            

· Managed inventory of building materials with annual sales of $10 million. 

· Prepared purchase orders and building material estimates supporting 6 outside sales people. 

· Developed and delivered sales support staff training.

· Improved and maintained vendor relations.

· Planned pool shipments for volume buying that would insure lowest landed cost of goods. 

· Organized warehouse to easily identify products resulting in increased productivity. 

· Eliminated slow and unproductive inventory, improving cash flow.

· Performed weekly cycle counts to achieve balanced inventory levels and eliminate out of stocks.

· Provided excellent customer service to customers resulting in improved customer satisfaction. 

EDUCATION

First Institute Inc.-Crystal Lake, IL 


A comprehensive 720-hour nationally accredited computer network administration program.

