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[bookmark: _GoBack]Summary Statement   Experienced with the creation and modification of business metrics.  Qualified in the maintenance and tracking of electronic and paper records.  Strong research and communication skills, commitment to detail, and teamwork abilities that contribute to the operation of a successful human resources program.     

Computer Skills           Microsoft Office (Word, Access, Excel), SharePoint, Legal Key, In House
                                      Databases (Superfund Document Management System, Superfund
                                      Document Indexing System, Circulation System, SF135 – Inactive
                                      Records Management Program)    

Work Experience

     Sunovion Pharmaceuticals (MRI Vision)   Marlboro, MA    Nov. 2013 – March 2014
             Records Analyst  

· Advised and provided direction to senior company officials concerning the 
management of records.
· Updated a Work Instruction that educated managers on how to process records related to the departure of employees within the company.  Resulted
in the standardization of a key policy within the records department concerning the proper disposition of company records. 
· Provided records management consulting to custodians regarding the retention and disposition of pharmaceutical records such as subject monitoring forms and screening logs, laboratory test reports, and data management reviews.

Riverside Community Care 		    Dedham, MA      June 2013 – Sept. 2013
Records Coordinator

· Analyzed and applied retention schedules to oversee appropriate records destruction.  Visited clinical sites in order to carry out destruction orders.
Resulted in savings of space and protection of privacy for patients.
· Provided records advice and assistance to both program and divisional managers.
· Inventoried records at clinical locations in order to categorize records at each site so that records retention schedules could be applied.

Wilmer Hale (Swiss Post Solutions)	Boston, MA           Oct. 2010 – Aug. 2012
Lead Records Specialist

· Measured records in over 200 attorney offices and secretarial areas.  Created a records inventory of different types of records such as intellectual property, business, and Pro Bono.  Resulted in the identification and disposition of over 250,000 linear feet of records.
· Identified, indexed, and processed records to be sent offsite.  Provided records advice and assistance to both staff and attorneys.

Sunstein, Kann, Murphy & Timbers LLP   Boston, MA	March 2005 – Oct. 2010
Records/Library Coordinator

· Identified and researched records which the law firm sent offsite but were missing in the vendor’s database.  Compared vendor’s index to law firm index of over 8,000 records and corrected entries which were inconsistent.  Resulted in cost savings in terms of both effort and accuracy for employer.
· Solved complex billing issues related to invoice tracking such as identifying incorrect charges and information in billing process.  Contacted vendors to rectify errors.
· Provided assistance to all attorneys about the depth and availability of legal resources both in print and online.  Retrieved requested materials.
· Indexed and processed intellectual property (Patent and Trademark) client files.  Sent and retrieved specific files offsite.

USEPA (ASRC Aerospace)     Boston, MA			Aug. 1997 – Oct. 2004
Records Management Specialist III

· Improved the classification system for the federal facility administrative record collection by eliminating and merging categories of records.  Presented the new system to the federal facility project manager which was then adopted by the records center.
· Wrote and corrected Standard Operating Procedures (SOP’s) for the recall and tracking of off-site records and the creation and correction of microfilm.  Resulted in the creation and improvement of new records standards.
· Maintained and suggested technical improvements to the operation of an in house records tracking system.  Trained junior staff members in the operation of the system.
· Created administrative and FOIA (Freedom of Information Act) record collections for specific Superfund sites.  Sent collections to assigned information repositories.
· Staffed an information desk where I answered patron questions regarding the Superfund program and the content of its various records.

Education

University of Massachusetts					Boston. MA
  Master of History with Specialization in Archival Methods

University of Colorado						Boulder, CO
  Bachelor of Arts in History

Professional Organizations

Member of ARMA (Association of Records Managers & Administrators)

Member of AIIM (Association for Information & Image Management)     
	
