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8940 Napa Valley Way  







(916)681-9696

Sacramento, CA 95829







gmcinca@yahoo.com
Dear Madam/Sir:

I am writing in response to your advertisement for a (Name of Position) and have enclosed my resume for your review.

Your recent advertisement for a (Name of Position) calls for skills and experience I have demonstrated throughout my career-most recently as Branch Process Manager for Flint Ink(The world’s 2nd largest manufacturer of Printing Ink).

You have advertised for a Warehouse Supervisor.  As a manufacturing/operations professional with a track record of achievement in expense reduction, production scheduling and shipping and receiving activities., I have credentials that meet your requirements.

EMAIL BODIES:
I am writing in response to your advertisement for an Operations Manager and have enclosed my resume for your review.  As a true generalist in my field, I have successfully tackled numerous projects and challenges that could not be pigeonholed into a niche-hiring model.  At Flint Ink one of my many roles was overseeing the Customer Service, Production, Shipping and Receiving among many others.  I think you will find my experience is a great match for this opportunity.  I look forward to hearing from you.

I am writing in response to your advertisement for an area Manager and have enclosed my resume for your review.  As a true generalist in my field, I have successfully tackled numerous projects and challenges that could not be pigeonholed into a niche-hiring model.  With 11 years of increasing experience in the business world, involving almost every facet of manufacturing and business management, I think you will find me a qualified addition to your team.

At Flint Ink, I managed all aspects of the operation including but not limited to: Budgeting, Customer Service, Production, Shipping and Receiving among many others.  I think you will find my experience is a great match for this opportunity.  I look forward to hearing from you.

I am writing in response to your advertisement for a Quality Manager and have enclosed my resume for your review.  As a true generalist in my field, I have successfully tackled numerous projects and challenges that could not be pigeonholed into a niche-hiring model.  At Flint Ink, one of my many roles was overseeing Production, and Quality Assurance among many others.

Furthermore, quality management was one of roles as Production Manager for The Chinet Company.  I think you will find my experience is a great match for this opportunity.  I look forward to hearing from you.  Please do not hesitate to call if you have any questions (916)681-9696.

RAW MATERIALS
As the production planner at The Chinet Company, I was involved in raw material management including purchasing, specifications, design and vendor development.  Furthermore, I managed finished good inventories.  Not only was it my most enjoyable work, I excelled at it.  During my time in this position, I developed spreadsheets to track raw material and finished goods inventories to establish ordering dates and quantities as well as analyze production quantities and direct manufacturing tooling changes based on demands.  While at the same time working with the corporate BPCS team to assist them in the development of BPCS Material and Manufacturing Resource Planning software developed by SSA.  I had the privilege of being the first individual in our business unit to issue manufacturing orders and order raw materials using this software live.  At Flint Ink, I learned the ins and outs of Adage, which was their MRP system.  I generated batch tickets, setup new products, and closed batch tickets as well as handled shipping paperwork all in ADAGE.

Personal abilities I offer include strong interpersonal and communication skills, a flexible attitude, and attention to detail.  As a highly motivated, high-energy individual, I have the leadership ability to motivate a staff to achieve team success.

During my time as the Production Planner for The Chinet Company, I was involved in all aspects of Raw Material Purchasing.  Some of these responsibilities included: 


Tacking raw material purchases, troubleshooting shortages to develop tools and procedures 
to prevent reoccurrences, identify critical reorder levels


Generate purchase requisitions for raw materials 


Develop new vendors and work with existing vendors on new methodologies to reduce 
inventory such as Consignment Purchasing, Blanket PO’s, etc. and create emergency 
procedures for shortages or disruptions 


Develop report cards and grading systems to track and improve vendor quality


Worked with vendors to develop specifications for new materials as well as test and design 
new layouts and artwork


Utilize spreadsheets of my own design and later MRP software to track orders and forecast 
needs

At The Chinet Company as the Production Planner, I purchased raw materials and worked very closely with the warehouse to receive these materials checking documentation to ensure proper deliveries and to designate storage locations, etc.  Through my close management of the receiving and ordering process, we were able to reduce the working capital tied up in raw materials over 25%.   Not only was it my most enjoyable work, I excelled at it.  During my time in this position, I developed spreadsheets to track raw material and finished goods inventories to establish ordering dates and quantities as well as analyze production quantities and direct manufacturing tooling changes based on demands.  While at the same time working with the corporate BPCS team to assist them in the development of BPCS Material and Manufacturing Resource Planning software developed by SSA.  I had the privilege of being the first individual in our business unit to issue manufacturing orders and order raw materials using this software live.  At Flint Ink, I learned the ins and outs of Adage, which was their MRP system.  I generated batch tickets, setup new products, and closed batch tickets as well as handled shipping paperwork all in ADAGE.

As a true generalist in my field, I have successfully tackled numerous projects and challenges that could not be pigeonholed into a niche-hiring model.  At Flint Ink one of my many roles was overseeing the Shipping and Receiving Department a role that involved my assisting them on many occasions when busy. I spent two weeks as the sole individual in the Shipping  and Receiving while both regular personnel were on vacation.  As a result, I am fully versed in the requirements of logistics including paperwork and trucking arrangements.  Furthermore, I wrote the training procedures for the personnel including how to fill out paperwork and make entries into the computer.  At The Chinet Company as the Production Planner, I purchased raw materials and worked very closely with the warehouse to receive these materials checking documentation to ensure proper deliveries and to designate storage locations, etc.  Through my close management of the receiving and ordering process, we were able to reduce the working capital tied up in raw materials over 25%.
PURCHASING 

During my time as the Production Planner for The Chinet Company, I was involved in all aspects of Raw Material Purchasing including generating purchase requisitions..  Furthermore, I managed finished good inventories.  Not only was it my most enjoyable work, I excelled at it.  During my time in this position, I developed spreadsheets to track raw material and finished goods inventories to establish ordering dates and quantities as well as analyze production quantities and direct manufacturing tooling changes based on demands.  While at the same time working with the corporate BPCS team to assist them in the development of BPCS Material and Manufacturing Resource Planning software developed by SSA.  I had the privilege of being the first individual in our business unit to issue manufacturing orders and order raw materials using this software live.  At Flint Ink, I learned the ins and outs of Adage, which was their MRP system.    
Tracking raw material purchases, troubleshooting shortages to develop tools and procedures to prevent reoccurrences, identify critical reorder levels.  I also worked with existing vendors on new methodologies to reduce inventory such as Consignment Purchasing, Blanket PO’s, etc. and create emergency procedures for shortages or disruptions.  Develop report cards and grading systems to track and improve vendor quality.  I worked with vendors to develop specifications for new materials as well as test and design new layouts and artwork.  As a highly motivated, high-energy individual, I have the leadership ability to motivate a staff to achieve team success.  Personal abilities I offer include strong interpersonal and communication skills, a flexible attitude, and attention to detail.
PRODUCTION SCHEDULER
As you can see from the enclosed resume, I have held the position of production scheduler at The Chinet Company.  Not only was it my most enjoyable work, I excelled at it.  During my time in this position, I developed spreadsheets to track raw material and finished goods inventories to establish ordering dates and quantities as well as analyze production quantities and direct manufacturing tooling changes based on demands.  While at the same time working with the corporate BPCS team to assist them in the development of BPCS Material and Manufacturing Resource Planning software developed by SSA.  I had the privilege of being the first individual in our business unit to issue manufacturing orders and order raw materials using this software live.  At Flint Ink, I learned the ins and outs of Adage, which was their MRP system.  I generated batch tickets, setup new products, and closed batch tickets as well as handled shipping paperwork all in ADAGE.

Your requirements


My experience

Leadership Skills


As Branch Process Manager with Flint Ink, I succeeded in 





melding disparate departments of customer service, sales, 





manufacturing and shipping into a cohesive unit despite the 




egos and the territorial behavior that existed to achieve our 





corporate goal of customer intimacy and satisfaction.

Scheduling



I have held this responsibility and was the first to implement 




an MRP system at The Chinet Company

Material Flow



My college coursework in manufacturing systems was 





dedicated to understanding different methods of material flow 




such as JIT, lean systems, etc.  At Flint Ink, we implemented a 




Kanban process flow system.





Shipping and Traffic


S&R has been a critical focus of all my operations as you may 




well understand, making the product is only halfway to the 





goal of delivering it to the customer on time.  At Flint Ink, I 




filled in during periods of vacation handling the shipping and 




receiving responsibilities.

Personal abilities I offer include strong interpersonal and communication skills, a flexible attitude, and attention to detail.  I am a highly motivated, high-energy individual, with the leadership ability to motivate a staff to achieve team success.

As you can see from the enclosed resume, I have held the position of production scheduler at The Chinet Company.  During my time in this position, I developed spreadsheets to track raw material and finished goods inventories to establish ordering dates and quantities as well as analyze production quantities and direct manufacturing tooling changes based on demands.  While at the same time working with the corporate BPCS team to assist them in the development of BPCS Material and Manufacturing Resource Planning software developed by SSA.  

Your requirements


My experience

Manage Inventory


As noted above, this was my primary responsibility while 





Production Scheduler at The Chinet Company, I also helped 




manage raw material inventory as Production Manager.

Streamline supply chain

At Chinet, I worked a major project I initiated was to reduce 




Working Capital through inventory reduction.  To achieve 





this, I worked closely with suppliers to improve the delivery 




process allowing less safety stock. We also established 





consignment purchasing. 

Document processes


Chinet being an ISO9001 certified company, I developed a 





product development form for new products that contained all 




information for marketing, sales, customer service and 





production to generate manufacturing specs and reduce 





product development cycle times.

Manage freight


At Flint Ink, overseeing Shipping and Receiving was an 





important responsibility. I relieved S&R personnel during a 




crunch vacation time and operated the department handling the 




outbound shipments and working with truck companies.  From 




that experience, I wrote the SOP’s for generating the 





paperwork and issuing product using ADAGE MRP.

Oversee Procurement Activities
At Chinet, Purchasing packaging raw materials was a prime 




responsibility of mine

Oversee Price Negotiations

I participated in negotiations and evaluation of new film 





suppliers on service requirements and SOP’s

Develop Procurement Policies
Working closely with an employee team, we have devised 





training manuals and SOP’s for processes at Flint Ink.  

Recruit and lead employees

As you can see from my 11 years of progressive 






responsibilities, effectively leading and training employees has 




been a critical part of my success.

ENGINEERING
My goal is to use my technical expertise in an engineering role.  I have devised training manuals, created automated spreadsheets and databases, written proposals.  Although my resume is practical in nature, it cannot convey the full level of my eagerness to undertake new challenges.  I would like an engineering or project management position.  You will find that I approach my work with a strong sense of urgency, work well under pressure, execute time management and organizational skills, and possess strong work ethics.

11 years of increasing responsibility in the areas of manufacturing, project management, process improvement, environmental health and safety, maintenance, training, business management, of which the last 5 years have been in leading manufacturing organizations.

Developed and tracked budgets both maintenance and operational.

Proven leadership acumen underscored by ability to effectively manage complex projects and to recruit and supervise high-performance teams.

Dynamic analytical, organizational and communication skills; work well under time constraints and with others to achieve a common goal.

Significant postgraduate education and continued  professional development course work demonstrating a constant willingness to learn and take on new challenges.

I have been involved in all facets of projects management at both Flint Ink and The Chinet Company.  Many of the projects including wrapper rebuilds, shrink tunnel redesign, process storage and flow teams were led by me from all stages including conception through engineering and costing all the way to completion.  This included working with governmental entities on permitting and site review to generating capital requests and proposals for senior management.  I think you will find that I am a rapid learner with a great deal of excitement and enthusiasm in all my endeavors.

ENGINEERING OR PROJECT MANAGEMENT
My goal is to use my technical expertise in a project management role.  Although my resume is practical in nature, it cannot convey the full level of my eagerness to undertake new challenges.   You will find that I approach my work with a strong sense of urgency, work well under pressure, execute time management and organizational skills, and possess strong work ethics.

I have devised training manuals, created automated spreadsheets and databases, written proposals

11 years of increasing responsibility in the areas of manufacturing, project management, process improvement, environmental health and safety, maintenance, training, business management, of which the last 7 years have been in leading manufacturing organizations.

Developed and tracked budgets both maintenance and operational.

Proven leadership acumen underscored by ability to effectively manage complex projects and to recruit and supervise high-performance teams.

Dynamic analytical, organizational and communication skills; work well under time constraints and with others to achieve a common goal.

Significant postgraduate education and continued  professional development course work demonstrating a constant willingness to learn and take on new challenges.

I have been involved in all facets of projects management at both Flint Ink and The Chinet Company.  Many of the projects including wrapper rebuilds, shrink tunnel redesign, process storage and flow teams were led by me from all stages including conception through engineering and costing all the way to completion.  This included working with governmental entities on permitting and site review to generating capital requests and proposals for senior management.  I think you will find that I am a rapid learner with a great deal of excitement and enthusiasm in all my endeavors

ENGINEERING/PROJECT MANAGEMENT CONTINUING
I will be valuable at a company that values profitable problem-solving skills.

Qualifications I bring to your company include:


Proven performance in fast-paced and high-stress working environments


Strong  analytical skills with exceptional attention to detail


Highly motivated and aggressively take on great responsibility


Planned and implemented over 100 strategic missions with a 100% success rate


Hands-on experience with classified documentation


Experienced in intelligence report writing, including in-depth reports oon high-interest areas 
of operation

I approach my work with a strong sense of urgency, work well under pressure, execute time management and organizational skills, and possess strong work ethics.

11 years of increasing responsibility in the areas of manufacturing, project management, process improvement, environmental health and safety, maintenance, training, business management, of which the last 5 years have been in leading manufacturing organizations.

Keen understanding and utilization of automated financial systems, most notably, the Corporate-Wide Financial Accounting System, and a strong knowledge base in Profit and Loss statements to support business objectives.

Proven leadership acumen underscored by ability to effectively manage complex projects and to recruit and supervise high-performance teams.

Dynamic analytical, organizational and communication skills; work well under time constraints and with others to achieve a common goal.

Significant postgraduate education and continued professional development course work demonstrating a constant willingness to learn and take on new challenges.

CAPITAL PURCHASING
You will quickly discover looking at my resume the breadth of experience I have to offer having seen all sides of the manufacturing environment.  One of my most critical roles at Flint Ink was process improvement where I was involved in the purchasing of new equipment as well as design and project management.  Similarly, as Production Manager for The Chinet Company, I purchased process equipment including labelers, material handling equipment, new structures, etc. and managed the contractors during design and construction.  In the case of a new style of process filtration equipment, I made the drawings and worked hand in hand with the contractor on the design, and oversaw all aspects of its construction and developed the SOP and instruction manual.

At The Chinet Company, I had the good fortune to as the Production Planner to work in distribution where I did the purchasing of certain raw materials and managed inventories.

MAINTENANCE
I approach my work with a strong sense of urgency, work well under pressure, execute time management and organizational skills, possess strong work ethics, and am never afraid to roll up my sleeves and work.

11 years of increasing responsibility in the areas of maintenance, manufacturing, project management, process improvement, environmental health and safety, training, business management, of which the last 5 years have been in leading manufacturing organizations.

Worked closely with contractors and maintenance crews to develop spare parts lists, troubleshooting guides, and guidelines.

Designed and spec’d engineering projects and in the case of large scale projects worked closely with both in-house and contracted engineering firms to develop major process and facility changes. 

Oversaw all maintenance at Flint Ink and at The Chinet Company Albertville plant plastics packaging line.

Proven leadership acumen underscored by ability to effectively manage complex projects and to recruit and supervise high-performance teams.

Dynamic analytical, organizational and communication skills; work well under time constraints and with others to achieve a common goal.

Significant postgraduate education and continued professional development course work demonstrating a constant willingness to learn and take on new challenges.

MANUFACTURING AND OPERATIONS
I approach my work with a strong sense of urgency, work well under pressure, execute time management and organizational skills, and possess strong work ethics.

11 years of increasing responsibility in the areas of manufacturing, project management, process improvement, environmental health and safety, maintenance, training, business management, of which the last 5 years have been in leading manufacturing organizations.

Keen understanding and utilization of automated financial systems, most notably, the Corporate-Wide Financial Accounting System, and a strong knowledge base in Profit and Loss statements to support business objectives.

Proven leadership acumen underscored by ability to effectively manage complex projects and to recruit and supervise high-performance teams.

Dynamic analytical, organizational and communication skills; work well under time constraints and with others to achieve a common goal.

Significant postgraduate education and continued professional development course work demonstrating a constant willingness to learn and take on new challenges

I offer 8 years of increasing engineering and plant management experience with a solid record of results:

Cost Savings: In an increasingly competitive global economy, we reduced our manpower 27% even when setting records in sales and manufacturing volume.

Operating Efficiency: Through the implementation

Team Culture: I have successfully instilled an organizational culture of teamwork, cooperation and shared mission.

Safety:  We achieved the highest score ever at Flint Ink during our Corporate EH&S Audit.

Although my resume is practical in nature, it cannot convey the full level of my eagerness to undertake new challenges.  I would like to branch out into the field of         .  You will find that I am a rapid learner with a great deal of excitement and enthusiasm in all my endeavors.

Your requirements


My experience

Improve quality, capacity

In an ISO 9001, environemtn with critical quality standards, 




work with to 






Recommended process improvements that resulted in XXX in 




annual savings

Reduce costs

Leadership

Safety standards, personnel

Analytical, organizational skills

Your requirements


My experience

Bachelor’s Degree


As Branch Process Manager with Flint Ink, I succeeded in 





melding disparate departments of customer service, sales, 





manufacturing and shipping into a cohesive unit despite the 




egos and the territorial behavior that existed to achieve our 





corporate goal of customer intimacy and satisfaction

Minimum 5 years relevant

I have worked in purchasing and management since 1996

Experience

Experience with RFP/RFQ

As production planner for The Chinet Company, I was 





involved in all aspects of raw material purchasing including 




vendor sourcing, raw material specifications, and quotation

Working in Team environments
I share a strong sense of shared mission, responsibilities and 




customer service both internal and external

Excellent Problem Solving Skills


Familiarity with Purchasing

Experience in Negotiation Freight

Computer Skills

QUALITY CONTROL
My goal is to use my technical expertise in a quality control role.  Although my resume is practical in nature, it cannot convey the full level of my eagerness to undertake new challenges.  You will find that I approach my work with a strong sense of urgency, work well under pressure, execute time management and organizational skills, and possess strong work ethics. 11 years of increasing responsibility in the areas of quality assurance, manufacturing, project management, process improvement, environmental health and safety, maintenance, training, business management, of which the last 7 years have been in leading manufacturing organizations.  As the quality control manager at The Chinet Company and Branch Process Manager at Flint Ink, I was directly involved in overseeing and establishing QC processes.

Developed and tracked budgets both maintenance and operational.

Proven leadership acumen underscored by ability to effectively manage complex projects and to recruit and supervise high-performance teams.

Dynamic analytical, organizational and communication skills; work well under time constraints and with others to achieve a common goal.

Significant postgraduate education and continued professional development course work demonstrating a constant willingness to learn and take on new challenges.

I have devised training manuals, created automated spreadsheets and databases, and written proposals.  

Many of the projects including wrapper rebuilds, shrink tunnel redesign, process storage and flow teams were led by me from all stages including conception through engineering and costing all the way to completion.  This included working with governmental entities on permitting and site review to generating capital requests and proposals for senior management.  I think you will find that I am a rapid learner with a great deal of excitement and enthusiasm in all my endeavors.

WAREHOUSE MANAGER
You have advertised for a Warehouse Manager.  As a operations professional with a track record of achievement in shipping and receiving, production scheduling and operations activities., I have the credentials that meet your requirements.

At Flint Ink, one of my most important roles was overseeing the Shipping and Receiving Department, a role that involved my assisting them on many occasions when busy. I spent two weeks as the sole individual in the Shipping  and Receiving while both regular personnel were on vacation.  As a result, I am fully versed in the requirements of logistics including paperwork and trucking arrangements.  Furthermore, I wrote the training procedures for the personnel including how to fill out paperwork and make entries into the computer.  At The Chinet Company as the Production Planner, I purchased raw materials and worked very closely with the warehouse to receive these materials checking documentation to ensure proper deliveries and to designate storage locations, etc.  Through my close management of the receiving and ordering process, we were able to reduce the working capital tied up in raw materials over 25%.

LOGISTICS
At Flint Ink, one of my most important roles was overseeing the Shipping and Receiving Department, a role that involved my assisting them on many occasions when busy. I spent two weeks as the sole individual in the Shipping and Receiving while both regular personnel were on vacation.  As a result, I am fully versed in the requirements of logistics including paperwork and trucking arrangements.  Furthermore, I wrote the training procedures for the personnel including how to fill out paperwork and make entries into the computer.  These duties required dynamic analytical, organizational and communication skills as well as the ability to work well under time constraints.  I approach my work with a strong sense of urgency, work well under pressure, execute time management and organizational skills, and possess.  

OUTSIDE MY VENUE
As a true generalist in my field, I have successfully tackled numerous projects and challenges that could not be pigeonholed into a niche-hiring model.  At Flint Ink one of my many roles was overseeing the Shipping and Receiving Department a role that involved my assisting them on many occasions when busy. I spent two weeks as the sole individual in the Shipping  and Receiving while both regular personnel were on vacation.  As a result, I am fully versed in the requirements of logistics including paperwork and trucking arrangements.  Furthermore, I wrote the training procedures for the personnel including how to fill out paperwork and make entries into the computer.  At The Chinet Company as the Production Planner, I purchased raw materials and worked very closely with the warehouse to receive these materials checking documentation to ensure proper deliveries and to designate storage locations, etc.  Through my close management of the receiving and ordering process, we were able to reduce the working capital tied up in raw materials over 25%.

SAFETY
A copy of my resume is enclosed for your review.  


It is my intent that this letter serve merely to begin dialogue.  I would appreciate the opportunity to meet with you so that I may learn of your needs, discuss my background in depth, and determine the best possible course of action.




I would like to reiterate my strong desire to become a part of enter name here and look forward to hearing from you regarding career opportunities.  Please let me know if you need additional information.  I would welcome your time to explore opportunities with your organization and can assure you that my experience would provide immediate and tangible results.

The strength of my experience and knowledge would serve as a positive addition to your organization. I welcome meeting with you to discuss more specifically what your needs are, and how I can be a valued member of your team.

Thank you for your consideration.  I look forward to hearing from you.

At this point in my career, I am seeking new challenges and opportunities to continue to provide strong and decisive leadership and improve financial results.  If you could benefit from a dedicated and goal-directed employee with proven skills and abilities, I would welcome a personal interview where we might establish a mutual interest.  Thank you for your time and consideration.

Sincerely,
Gary McKinney







