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( Cell: (612) 272-4000
E-mail: Matt.Whitelock@gmail.com
	Background:
Inventory Management

Process Improvement 
     Order Management
Vendor / Supplier Management
Customer Service

	Accomplished Operations Management professional offering 12 years of experience in the information management industry. Recognized for exceeding customer expectations & improving procedures in a fast paced environment.  Strong organizational, multitasking and time management skills.  Leadership experience includes training, coaching and mentoring staff in multiple facilities.

	

	BUSINESS EXPERIENCE


OPPENHEIMER WOLFF & DONNELLY LLP – Minneapolis, MN…………………………2012 to present

PROJECT MANAGER - 2012 to present
Coordinated the move of 127 lawyers and paralegals files and law library to new location and assure that no items are lost in transition and all moves are logged for future reference. 
RECALL NORTH AMERICA – St. Paul, MN………………………………………………………………….2001-2012   
OPERATIONS SUPERVISOR – 2002 to 2012

Manage two warehouses ensuring the integration and support of sales and account management.  Maintain client satisfaction with aggressive quality and business performance improvement goals.  Adhere to OSHA policy, DOT compliance, fire code, and HIPAA regulations. Ensured all staff were properly trained and mentored on the latest procedures       

· Provide area operations management support for all sales and account management activities, initiatives and programs.  

· Maintaining adherence to Recall Standard Operating Procedures (SOPs) using Six Sigma Methodologies
· Manage and improve upon key performance indicators (KPIs) such as Profit Margin Percentage, Asset Utilization, Service Level Status, and Productivity Levels.

· Conduct performance evaluations and reviews for direct reports to ensure continuous development and performance improvement for personnel.

· Responsible for facility management including building maintenance, capacity planning 
and management and facility safety code compliance.

· Maximize financial contribution and performance through cost control and proactive
 P&L management.
· Improved Gross Margin by +5% from Fiscal 2008 to Fiscal 2009 by starting preventative maintenance schedules on all warehouse equipment to reduce monthly expenses and creating training schedules to have a more productive staff

· Utilized time management analysis to cut Courier costs by more than 60% a month by combining deliveries between Recall facilities for orders that are going to similar 
destinations

INFORMATION CENTER TEAM LEAD – 2001 to 2002
Manage one warehouse with 230,000 cartons of inventory and 50 clients
· Developed strong relationships with local customers to improve the execution of daily 
tasks and special projects.  
· Leading a team of information center specialists and couriers on daily tasks and special projects.
· Ensuring all customer requests are processed accurately and in a timely manner.
· Training new employees on Recall’s Standard Operating Procedures, the records 
retention process and Safety procedures 
· Recruited to assist on several large vendor projects at out of state Recall facilities

IRON MOUNTAIN – Canton, MI & St. Louis, MO…………………………………………………………………1999-2001

INFORMATION CENTER SPECIALIST – 1999-2001 

Entry level position dedicated to retrieving a customer’s orders and re-filing upon return
· Assist couriers on large pickups and deliveries when available
· Mastered unique medical records filing codes with strong attention to detail  
· Nominated to be the team leader for managing large off-site special projects
	ACCOMPLISHMENTS


· Recall NA Safety Letter of Recognition – Zero At Fault Accidents and Lost Time Injury’s – 2006-2012
· Recall NA - 5 star Perfect Order Status 2006-2012
· Completed and passed all Recall P&L workshop-2011

	EDUCATION 


Advanced Studies in Business Management,
Henry Ford Community College, Dearborn MI 1998-1999
