Nina Stubbert

785 chemin Moulton Hill
Sherbrooke, Québec J1M 0A8
(819) 574-8110
ninars24@gmail.com

Summary

Over 15 years of purchasing experience. Familiar with MRP, ERP, Kanban, Kaizen, 5S.

Over 16 years experience in office administration including customer service and purchasing.
Knowledge of computers, Word, Excel, MK, Jobman, Acomba, Genius, some Power Point and accounting software. 

Over 2 years of experience in managing logistics and transportation

Experience in the newspaper industry

Bilingual: English and some French


WORK EXPERIENCE

Purchasing & 
Inventory Control

· Responsible for negotiating price, delivery, terms &   conditions with suppliers
· Responsible for issuing purchase orders and supplier follow-up.
· Contributed to the identification and approval of new suppliers

· Successfully reduced inventory on a consistent basis

· Developed and implemented Kanban systems for shop floor
· Direct liaison with Materials Manager 

· Assigned several special projects contributing to continuous improvement within the materials group

Motrec International
Sherbrooke, Quebec

July 2022 - Present

Entreprises Dauphinais
    Sherbrooke, Québec

June 2020 – May 2022
TLD Canada


    Sherbrooke, Québec

August 2018 – June 2020
Ferrotech Ménard

   Coaticook, Québec

April 2014 – June 2018


Niedner
Coaticook, Québec

May 2005 – June 2011







March 2012 – December 2013

Customer service

· Responsible for customer service in the United States and Canada.

· Account Manager 

· Promotion of telephone and long-distance packages and major  credit cards

· Repeatedly surpassed daily sales targets

· Responsible for inside sales, entering and processing sales orders

Motrec International

    Sherbrooke, Quebec

July 2022 – November 2022

Entreprises Dauphinais
    Sherbrooke, Québec

June 2020 – 2022
Ferrotech Ménard

   Coaticook, Québec

2014 - 2018
American Biltrite
Sherbrooke, Québec

  2011 - 2012 
Niedner
Coaticook, Québec

2002  - 2005
ACI Telecentrics
Sherbrooke, Québec

2001  - 2002
The Record
Sherbrooke, Québec

1997 - 2001
Pyro Design Inc.
Sherbrooke, Québec

1998

Logistics & Transportation
· Warehouse Manager

· Booking transportation

Entreprises Dauphinais
    Sherbrooke, Québec

May 2021 – 
Ferrotech Ménard

   Coaticook, Québec

April 2014 – June 2018

Labourer

·    Install paper rolls on printing press

·    Control and adjust ink wells depending on the job

·    Adjust page negatives prior to printing

·    Prepare bait 

·    Transport crab cages

The Record
Sherbrooke, Québec
1999 – 2001

Krabco Inc.
St. Antoine, Québec
1995 – 1997

Les Fruits de Mer Cote Nord
Baie Trinite, Québec
1994

Office Administration

·    Answer calls 

·    Receive classified ads from customers and collect monies

·    Type correspondence letter to editors and newspaper articles

·    Assist newsroom personnel with page layouts

·    Assist in accounting department with payables and receivables

The Record
Sherbrooke, Québec
1996 – 2000

Champlain Regional College
Lennoxville, Québec


1993

EDUCATION

Langue & Grammaire
Bishop’s University


2011
Francais I
Projet Tremplin
New Horizons


2002

French Course
Adult Education Centre


Sherbrooke, Quebec

College Certificate in
Champlain Regional College

1993

Office Systems Technology
Lennoxville, Quebec
Course in Sociology
Bishop’s University


1991


Lennoxville, Quebec

DEC in Social Sciences
Champlain Regional College

1991


Lennoxville, Quebec

* References available upon request
