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SUMMARY

A resourceful administrative executive with 10+ years experience in manufacturing and management consulting industries. Personnel, IT, and financial administrator. Excellent writer and editor of reports, manuals, procedures, etc. Anticipates and resolves problems, handles multiple and conflicting priorities, focuses on the customer relationship, and successfully manages detailed projects on time and within budget. Master’s degree in Organizational Management.  
PROFESSIONAL EXPERIENCE

Ultra Clean Technology, Hayward, CA
2001-2009

An electronics manufacturing services company serving the semiconductor manufacturing and medical equipment industries.
Master Planner
2008-2009
Ensured materials availability for just-in-time production requirements, communicated potential conflicts with sales and management, managed scheduling of work orders, arranged for warehousing of finished goods at appropriate locations for customer KANBAN-based pulls, analyzed on-time delivery status, and coordinated activities related to customer repair returns.

· Established and managed profitable repairs/returns department and processes.
· Managed large volume of work orders, ensuring they were scheduled properly in database to drive materials for correct just-in-time arrival, thus reducing excess inventory and increasing inventory turnover.
Senior Sales Representative 
2006-2008
Customer account management, including order entry and management, pricing, engineering change order implementation, customer meetings, problem resolution, and receivables resolution. 
· Increased overall on-time delivery from 50% to over 90%, tremendously increasing repeat business.

· Reduced past-due shipments for one account from 18% to 8% by scrupulously managing all details of the process. 
· Far improved customer communication and response time, resulting in greater customer satisfaction, confidence, and loyalty.

Buyer / Planner
2005-2006
Placed purchase orders to a broad base of vendors based upon MRP demand signals, expedited deliveries based on demand changes, and worked with management to advise and resolve conflicts.

· Rapidly achieved 100% accuracy in order placement and release, resulting in rapid increase of management confidence and dollar-value signature authority.
· Achieved high level of on-time deliveries from vendor base.
Customer Account Manager
2002-2005
Complete responsibility for daily tactical management of customer orders, ranging from order entry through delivery and problem resolution.
· Successfully managed $50+ million account customer relationships through proactive communication and problem solving both with customers and internal stakeholders, resulting in closer alignment of expectations and performance.
· Successfully completed ISO 9000 internal auditor training, and conducted multiple internal audits resulting in improved compliance with company stated procedures as well as customer requirements.
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Ultra Clean Technology (continued)
2001-2009

Production Coordinator / Expeditor 
2001-2002
Expedited materials from external and internal vendors, provided daily materials status reports, coordinated release of work orders to picking and production.
· Established successful company process for evaluating and reporting materials availability. 

· Established methodology for identifying long-lead materials shortages, which resulted in efficient expedite process. This was later developed into unique software which became part of the company’s marketing message.
Suntron Corporation (formerly K*Tec Electronics), Fremont, CA
2000-2001

An electronics manufacturing services company serving the semiconductor manufacturing and medical equipment industries.

Program Manager
2000-2001

Responsible for key account customer relationship; managed engineering, purchasing, and production team to ensure on-time delivery.

· Worked closely with customer to re-source primary component of system, resulting in significantly reduced lead time and cost. 

Technology Forecasters, Inc., Alameda, CA
1995-2000

A consulting and market research company serving the semiconductor manufacturing equipment industry.
Vice President and Chief Financial Officer
1999-2000

Vice President of Administration
1997-1999

Office Manager
1995-1997

Held management role with increasing level of responsibility and authority for business staffing, finance, and information technology.

· Managed very smooth office relocation and buildout, which improved working environment and executive appeal to clients.
· Oversaw design and implementation of first internal company network resulting in tremendous increase in efficiency, communications, and productivity.

· Edited and produced 200+ customer satisfaction survey reports meeting standard for zero errors and on-time delivery.

· Created employee manual and training documents use to orient new employees and contractors which clarified expectations and improved performance.
LeeMAH Electronics, San Francisco, CA
1992-1995
Project Coordinator, Customer Service / Marketing Specialist

         

Power Machine Company, Emeryville, CA
1991-1992
Sales Engineer
EDUCATION

Master of Arts–Organizational Management, University of Phoenix, San Francisco, CA

Bachelor of Science–Business Administration, California State University, Northridge, CA

