



8 Mckay Road, Danbury, CT 06811

Thomas Malone



203-743-9522 ( ttmrun@sbcglobal.net
Highly motivated operations professional specializing in customer relationship management through process improvement and cost avoidance.  Effective team leader, with purchasing/buying /planning experience.

EMPLOYMENT

UBM MEDICA  535 CONNECTICUT AVE, SUITE 300, NORWALK, CT. 06854

Leading global provider of healthcare media, information and educational support for the medical industry, offering on-line, print (journals) and web sites to provide the latest medical information to support doctors/pharmacists needs.

Production & Special Projects Manager


                   Aug 2008 – December 2010 
· Responsible for the day-to-day management of  journals/supplements to support business objectives.

· Coordinate production schedules with Creative, Publishers and Sales support team.

· Create specifications designed to support journal & online objectives. Includes media buying  & pricing.

· Pricing/Quotes.  Strong negotiating skills. Set up contract pricing for cost savings. Print & online.

· Strong multi-tasking skills, organized and deadline focused with clear communication skills.

· Edit/Proof. Review all art files from vendors, print & on-line.

· Set up and post to FTP sites, coordinate posting of artwork to various destinations. Work with In Design, Quark and MS Office products.

· Project Manager_ Work closely with Print and Web teams coordinating material for on-line and print media.

· Contracts - Negotiate, review, edit and approve with internal management and clients on production projects.

· Oracle Billing- Online reconciling new orders to pricing schedules.

· Purchasing- all materials for production and facility needs. Maintained/audited inventory.

· Planning/Schedules-Coordinate deliveries to meet production schedules. Co-mingle for cost savings.

CGSM, INC. 11 GRUMMAN HILL ROAD, WILTON CT. 06907

Business support direct marketing agency supporting all media services to promote growth opportunities.

Production Manager





                       Sept 2007 – Aug 2008 
· Coordinate direct mail; from pricing components, coordinating logistic schedules, includes working closely with team members, vendors and clients to support business needs and opportunities.

· Control on-hand inventory and setting standards to monitor/maintain stock controls, including reorder points.

· Designed an online production schedule/backlog to allow online daily updates.

· Pricing - reviewed/updated vendor contract pricing.

· Logistics – Best pricing. To meet budget and schedules while reducing trucking costs.

· Proofread text/copy to client layouts to meet client’s expectations.

· Set up and post to FTP sites, coordinate posting of artwork to various destinations.

· Review Mac email library, maintain PDF files for future usage for clients.

· Purchasing/Buyer/Planner; Material, paper, supplies, includes negotiating for best pricing + deliveries.

· Reconcile invoice/billing with purchase orders. Resolve discrepancies.

FOSINA MARKETING GROUP 98 MIll PLAIN ROAD, DANBURY CT. 06810

Fosina Marketing Group is an international firm and leader in ROI-positive direct marketing strategy (internet), consulting, and management. Our agency specializes in the design and incorporation of interactive components into your existing marketing program. 

Operations/Office Manager  






Nov 2006 – August 2007

· Responsibilities include coordinating all A/R and A/P processes using QuickBooks and Excel.

· Approve all payment processing including credit card processes and hosting for external client base. 

· IT Project Leader; Handle all IT functions; hardware/software upgrades and coordinating process improvements with outside consultants and 3rd party vendors. (Includes Internet access/security, Outlook and Word)

· Confirm all pricing on purchase orders/invoices prior to processing. Review/negotiate pricing issues/conflicts.

· Implement/approve contract changes to support business objectives. 

· Support Internet marketing campaigns. Work closely with internal/external customer base giving direction and support to successful business solutions. 

· Customer Service- Manage/support/resolve customer issues. Hands-on. Strong communication skills.

· Purchasing/Buyer- all business support needs. Includes maintaining online inventory system.

· Payroll; ADP & Paychex. Coordinated/approved all processes. Revised HR hiring processes.
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Consultant; (Business support; print, production, pricing, buyer/purchasing & inventory)  Mar 2005 – Nov 2006
· Inventory/Vendor controls- Assist businesses in utilizing existing inventories and implementing cost cutting measures.

· Customer Service; Review in-house processes. Create/develop new scripts. Train existing staff.

· Production Schedules; Develop/maintain service and vendor requirements.

· Purchasing/Buyer- Evaluate/upgrade contract pricing. Review budgets to gain cost savings.

· Coordinate direct mail; for non-profit business sector. Includes ‘best price’ bids with vendors on mail inserts, letters and envelopes. Budgets vary by client; up to $5 million per mailing.

· Set up approval process to streamline workflow. Work closely with Creative, Production and Account Executives. 

· Logistics – Coordinated freight deliveries with vendors to combine components to reduce trucking costs.

· Purchasing; Multi-levels, includes negotiating for best pricing + deliveries.

SCHOLASTIC, INC., DANBURY CT.  06816

CHILDREN’S BOOK PUBLISHING DIVISION

Largest publisher and distributor of children’s books in the United States

Director of Operations  






1999-2004
· Reported to the Vice President of Operations, developed strategies and procedures for 35 direct marketing programs with a combined customer base of 2 million and $105 Million in revenue. 

· Adjust demand forecast based on sales trends, review weekly to monitor present and past promotions usage.

· Document specialist. Reviewed format/style with internal/external customers. Gave direction to team members.

· Provided procurement operational analysis and contributed key analysis used in initiatives including leadership briefing documents, sourcing efforts, supplier relationship management efforts and supplier diversity.

· Confirm forecast, scheduling of collated product for the supply chain to order product and schedule deliveries.  

· Calculate and review inventory on a monthly basis so product managers can reuse inventory.  

· Working with IT team, developed pricing/cost system database and reviewed enhancements.

· Buyer/Planner; :maintain re-order points on all printed materials. Review/negotiate with suppliers.

Manager Print Production 






1992 - 1999

· Analyze catalog personalization product placement for $405 million Book Club division.

· Managed USPS postal regulations between the postal director, distribution center and fulfillment house.  Evaluated postal implications for special projects.

· Resolved special inventory issues that affect the customer, by coordinating the actions between inventory, customer service, programming, operations, fulfillment and distribution center.

· Liaison; Editorial, Marketing, Operations, Inventory, Distribution, and Fulfillment, coordinating all communication.

· Recommended and implemented process improvements, such as building a customer service knowledge database.

· Design, develop and implement online site to allow customers to review their accounts online.
· Purchasing-All components for printing/production. Includes negotiating best pricing.
IT Project Leader







 

· Plan, direct and implement enhancements to order processing systems.

· Developed detailed systems design and programming analysis, including coding requirements.

· Coordinated training/mentoring for cross training opportunities to improve/support business needs.

IT Applications and Operations positions held;
· SYSTEMS ANALYST.

· SENIOR PROGRAMMER.

· OPERATIONS SUPERVISOR.

EDUCATION AND TRAINING

Graduate; Certificate Program in Direct Marketing from the Ancell School of Business; WCSU.
Attended Western Connecticut State University and Waterbury Technical School.

PROFESSIONAL ASSOCIATIONS AND INTERESTS

Xplor International; Electronic document systems forum.

PCC; Postal Customer Council. 
