Tom Downs

628 East Viking Drive

Maplewood, MN 55117

651-343-9013

tdowns7529@yahoo.com

Summary:
Production Control/Project Manager with extensive Planning, Inventory control, Customer service, Order/data entry, and Inspection experience in a manufacturing environment. Recognized by management for my skills in the areas of product knowledge, troubleshooting, process improvement, and customer relations
Experience:
MCF Lino Lakes
Lino Lakes, MN


Assessment Coordinator
2008 to 2009


Created & presented lectures based on evolving client assessment criteria


Tutored Computer Lab classes with 15+ students in Microsoft Office


Maintained client database with 200+ members


Created monthly lecture/testing schedule for all clients and staff


MCEC Moose Lake
Moose Lake, MN


Computer Networking and Hardware Repair Tutor
2005 to 2007


Tutored classes with 20+ students in Microsoft Office Suite, Access, DOS, hardware repair, and server/networking setups


Developed computer based testing for students


Berwald Roofing
North Saint Paul, MN


Roofer
2004 to 2005


Planned and executed daily material logistics


Mid-Continent Engineering
Minneapolis, MN


Production Control Assistant / Project Manager
1998 to 2003


Scheduled/monitored daily progress using ERP system and provided status to customers via phone, e-mailed spreadsheets, and on-line Min/Max databases


Analyzed purchase orders to develop JIT based work order schedules on all new and repeat orders


Implemented and trained staff on shop-wide manufacturing software

Allocated shop resources on a daily/weekly basis to meet delivery schedules


Primary customer contact for any delivery, quality, and documentation issues

Mid-Continent Engineering
Minneapolis, MN


SOC Coordinator / Inspector
1995 to 1998

Developed spreadsheet format for Quality Control data collection program


Translated new order blueprints into data spreadsheets for use in recording all run data for shop and inspection


Streamlined process by reducing second run paperwork by half and by developing Macros for reentering data

Receiving, hardness, and in-process Inspection. Assembled cert packets
Education/Skills: 

Visual Manufacturing (Windows Based ERP/Scheduling Software)


Word / Excel / Access / PowerPoint

Century College – Blueprint Reading/Geometric Tolerancing/Inspection

  Certificates for Supervision (EA) and Scheduling Software Training (Procon)
  Extensive Customer Service, phone, computer, and data entry skills (50 wpm)

