 Teresa L. Ehrlich
1000 Spanish Acres Drive
[bookmark: _GoBack]Bay Saint Louis, MS 39520
(228) 216-6007

OBJECTIVE 	To gain employment in a progressive organization where my expertise and numerous years of quality control performance experience, from start of statements of work/proposals through construction, will allow the contractor maintain high standards of excellent performance.

EMPLOYMENT

· Documentation Coordinator 	10/03/09 to 03/21/2014 – Central Engineering Files (CEF) Jacobs 			              Technology FOSC. Stennis Space Center, MS 39529

Maintained configuration control, quality control/assurance over all documents in CEF. In charge of over 50,000+ documents consisting of: SORD drawings, Engineering Modification Instructions (EMIs), and specifications to make sure all documents have correct signatures and required paperwork per FOSC, Stennis, NARA, ISO,NASA Headquarter Standards and Procedures, and appropriate regulatory guidelines. 

Provided support for, generated, and distributed reports in response to quality control needs. Researched and retrieved documents as requested for facility documentation affecting configuration. 
Maintained accurate and current databases and spreadsheets for all documentation as required to support configuration management. 

Responsible for assigning control numbers for valves, reports, specifications, and line numbers while maintaining control of database and spreadsheets for these numbers.
Performed frequent customer assistance for NASA, resident and local agencies, facility and contractor customers, as well as internal customers.

Interacted with all engineering, design, and construction phases. Received Field Change Requests (FCRs), Requests for Information (RFIs, and transmittals during construction phase. FCRs and RFIs were sent to drafting for partial incorporation. Transmittals (vendor data) were processed in CEF. All documents were tracked from start to finish in databases and spreadsheets. At the end of construction, turned all Certificate of Completion (COC) into CEF for processing per qualifying Standards. Ensured all items on COC included dispositions and were tracked by CEF, from initial receipt to final review and issuance by CEF. 

General duties included computer entry, customer assistance, operation of standard and specialized office equipment, copying, filing, friendly telephone skills and running of errands. Assisted in storing, indexing, cataloging, identifying and labeling documentation, records, and files of various media types for efficient retrieval. 

Possessed working knowledge of CEF budget through the Stennis Work Request (SWR) and work order system. Estimated cost on completing COCs and any other estimates required by customers.

Assisted and helped train all other employees in department as needed.
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· Configuration Coordinator I 	01/92 to 10/02/2009 - Mississippi Space Services (formerly Johnson Controls World Services).  Stennis Space Center, MS  39529. 

Coordinated all construction/procurement projects on the A3 Test Stand; 5 construction contracts, and 11 procurement contracts for a total value of $108,305,709.00 with a not-to-exceed value of $253,000,000.00. 

In general, this position was a project manager that checked the quality control for all documentation required as deliverables per the drawings, specifications, and contracts. 
Duties included: attending design reviews, taking notes/minutes for disposition and review, ensuring quality control of all documents, pre-bid walk-through, bid openings, pre-construction and construction meetings with Contractors/Sub-Contractors to present them with all documentation forms they will need for the contract. Provided detailed explanation of the process and forms necessary for specific contract.  Actions also included filing, reproduction support, scheduling of meetings, and organizing all documentation into databases for timely and accurate responses. 

Responsible for ensuring all drawings, specifications, field change request (FCR), request for information (RFI), transmittals, and associated documentation complied with the quality control requirements of Stennis Space Center Standards during design, construction and procurements.  Ensured all deliverables were met in a timely manner. Handled login of all correspondence. Assigned numbers for FCRs and RFIs.  Ensured all Field Change Requests, Request for Information and Transmittals were submitted with the correct language and all back up documentation was processed into a contract modification.  Completed distribution of FCR and RFI listings as well as transmittal listings for appropriate personnel.  Handled all transmittals between Contractor and Contracting Officers Technical Representatives (COTR).  

Served as Coordinator for the Configuration Control Board (CCB), a NASA-required Board that reviews all Field Change Request (FCR) for technical details. Duties included verifying all FCRs for accuracy, making copies, scanning, sending out for review and compiling comments for meetings. Took minutes at the CCB meeting of final disposition of FCRs for distribution. 

Proficient in Access, Word, Excel, Outlook, Data Document Management System (DDMS) in Wind Chill with general working knowledge of Power Point, Auto Manager, AutoCadd, and File Maker Pro.  

Processed Certificate of Completion (COC) and Real Property Accountability (Form 1046) for closeout of construction and procurement projects.  COC and 1046 required extensive coordination for accurate cost to be capitalized. Real property capitalization, financial support, and facility breakdown required support from Planner Schedulers to Construction Monitors to coordinate the cost split between facilities, roads, parking lots, buildings, etc. Vendor data received was indexed accurately for warranty and equipment cost to be capitalized in accordance with real property vouchers. 

Interacted daily with NASA COTRs, Project Managers, Engineering, Propulsion Test, and Business Management Offices for the processing of FCRs, RFIs and transmittals.  Responsible for the collection of all comments on transmittals, process appropriate responses in letters to Contractors.  Worked with Field Engineers, Construction Managers and Planner Schedulers. Coordinated with Environmental Personnel and Design Engineers for transmittal responses. Served on the component portal team and tiger team for quality control of documentation for unique ways to solve persistent problems. 
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Trained all Configuration Coordinator II positions. Assisted with any and all help required.

Followed guidelines of SSC Construction Configuration management Operating Policy RA-97-02, Facility Engineering Construction Management Work Instructions SWI-8810-0002-FACENG, SSC Facilities Engineering Documentation Stand SSTD-8070-0001-CONFIG,  SPG 1400.1 Documentation Preparation, Numbering and Management Guidelines and Standards, ISO 9001:2000, 14001 certified. 

· Financial Analyst 	11/91 to 01/92	- Johnson Controls World Services.  Stennis Space Center, MS  

Duties included, but were not limited to, set up and data entry of the new Facility Service Request (FSR) program on the VAX for site-wide read capabilities.  Handled Reconciliation of Reimbursable for all agencies for the ten years prior to 1991.  Site-wide distribution to all agencies of the monthly cost report.

· Division Analyst 	04/91 to 11/91	- Johnson Controls World Services. Stennis Space Center, MS  

Duties included, but were not limited to, maintaining minutes for weekly Technical Review Group meetings and coordinating weekly Configuration Control Board (CCB) meetings.  Maintained document control system for Change Request in Oracle, Liaison Request in Dbase III, drawings, specifications, and isometrics in Lotus.  Documented results of Drawing Change Notices and ensured all documentation was controlled according to SSC Standards.

· Key Entry Clerk I 	06/88 to 04/91	- Central Engineering Files, BAMSI, Inc. Stennis Space Center, MS  

General office duties included filing, typing, indexing of engineering records, researching information for design engineering modifications, operating numerous machines, and working in Wordstar, Word Perfect, Dbase III, Lotus 1-2-3 on an IBM AT computer.  Completed set up of the Component Test Facility (CTF) index for drawings, specifications, and Isometrics.  Maintained database for index of CTF.  Issued Engineering Orders, Liaison Requests, Engineering Modification Instructions and Facility Service Request packages.  Learned configuration management system that was approved at SSC.  


EDUCATION

09/91 to 06/92		Pearl River Junior College.  

Completed 24 semester hours including Introduction to Algebra, College Algebra, Trigonometry, Calculus I, II, III, IV, and Differential Equations.

07/79 to 08/81		Bay Senior High School. Bay Saint Louis, MS  39520.  

Received diploma.  Major courses included two years of typing, one year of shorthand, and one year of Distributive Education.

REFERENCES
Provided upon request.
