                                        NADIA SPOLAR

Ph: 224-567-2716  or   858-206-5079     Email: nadiasp007@gmail.com
SUMMARY


Business Quality Specialist with 18 years of experience.  Trained and managed technical teams to achieve quality driven –scrum/ agile processes.  Proficient in Lean Six Sigma-Kaizen, `Remedy'' Help Desk software, MS Office products, Networking, Modems, Telephony, eDiscovery, Printing systems. 


PROFESSIONAL EXPERIENCE

OCE –Canon Business Services, 

Site Quality Implementation Specialist 
2010-2013


· Liaison between five different departments to optimize Company quality output, data integrity, printing processes, work in progress, final product and Productivity Reports.

· Manage, support and provide guidance to site hourly employees to meet and exceed SLA’s.

· Adhere to timeliness and prioritize tasks effectively, improving scanning productivity. 

· Work with per-sales, sales and engineers to define services portion of our solution proposal.

· Prepare, review, update,  maintain and support company procedures -SOP’s 

· Monitor print output, insertion process, equipment performance and issue billing reports.

· Assure compliance with OSHA Safety, cGMP operating procedures and work instructions. 

            Create and standardize performance feedback mechanisms for the assembly lines. 


            Issue, verify, process, validate Company PO’s and change orders for data accuracy.

· Assure the accuracy of material transitions to maintain inventory migration cycle.

· Provide formal and informal performance feedback and counseling to associates and teams

· Daily support of network and workstation printers. Responds to customer support requests and ensures that they are resolved quickly, accurately, and professionally. Escalates problems to a technician as necessary. Manage printer hot swap inventory.

· Operate programmable electronic publishing system, network printers, and scanners, using appropriate software to print a variety of tests,
instructional materials, flyers, forms, reports, and other materials.

· Managers on-site hardware & consumable inventory, firmware upgrades, billing.

· Documents, maintains and reports all fleet meter reads. Order paper and office supplies.

· Coordinate scanning transfer, recall and disposition of scanned documents to IM. Oversees disposal of obsolete records and ensure efficient maintenance of records storage space.

· Initiate and follow through on projects and initiatives that result in improved report card and scorecard performance. Job output and work quality always exceeds job requirements.

· Contribute to the development, introduction and continuous improvements of QA systems

· Collaborate with support functions providing critical services to the manufacturing organization to exceed job performance and enhance Company ROI and EHS goals.

· Manage eDiscovery documentation and Graphic Design department processes

· Review, maintain and prepare Contract documents. Review Vendor's reports and data.

Hewitt Associates, Lincolnshire, IL 




                                     

Production Supervisor
2008 - 2010

Responsible for successful print operations and work-flow job completion covering planning, scheduling, monitoring, quality control, final delivery and OSHA safety in an assigned team setting.

· Reviews electronic files that are received from the various Clients, determine page layout, accounting for folds, bleeds and gripper. Ensure job instructions are entered and verified in the various manufacturing systems and queued in to the production schedule.

· Conduct Team Training for HP platters and HP printers,  Xerox, Canon, Oce printing system

· Consult with Clients to determine and confirm witch financial statements map directly to the Company software system and which statements require customize extension elements

· Maintain daily print job production logs, quality delivery manifest. Setup, program and release jobs from print queue Order supplies such as ink, chemicals solutions, rollers. Maintain Inventory levels.

· Monitored performance of equipment and staff and recommended methods, procedures, organization, equipment and/or personnel to make the best use of available resources.

· Develop and implement Quality Document Control systems plans, polices, procedures and work instructions. Manage revisions related to SOP and Company Training Manuals.

·  Work closely with Technical Support, Manufacturing, Finance and Marketing to ensure that Hewitt provides world class experiences for their customers and to optimize ROI.

· Kept Management informed on general conditions and important matters, which could affect quality, cost, deadlines, safety or employee moral. 

· Coordinated schedules, organized and actively participated in departmental production meetings with Management staff for monitoring the timeliness and efficient workflow of all jobs in progress.

· Verified the completion of all required records, paperwork, documents and reports.

· Developed and trained Team staff members on digital printing equipment and scanners.

· Conducted regularly scheduled meetings keeping staff informed of problems and changes within the organization. Issued Purchase Orders and processed Job Reconciliation analysis for final invoicing. Tally the final production runs for accurate billing purposes.

· Develop, monitor, improve production budgets, perform preventive maintenance on all equipment

· Maintained and analyzed daily inventory goods in Oracle system

· Able to schedule quick turnaround work without affecting current scheduled work.

· Made purchasing decisions based on business policy, customer MRO needs and supplier strategy. 

IKON Office Solutions, Vernon Hills, IL 



                                     
Site Supervisor – Cardinal Health 







2001 - 2008

Liaison between four different departments responsible for ensuring smooth printing operations and

100% customer satisfaction.

· Completed quality checks and proofread every single and complicated work order to make sure they met all customer requirements. Insure IMS Processes and procedures are followed.

· Prepared accurate monthly billing package for all daily print jobs in the shop.

· Responsible for analyzing all job estimates versus actual costs for implementation of process/budget improvement under direct control and recommendations outside of direct responsibility. Create analysis tools to help identify the best performance trends.

· Provided oversight into planning, printing design, assembly and ordering.

· Troubleshot and fixed HP, Canon, Xerox and Ricoh printers, copiers and equipment.

· Expedited accurate delivery to all Reprographic areas; prepared accurate billing packages.

· Acted as a technical resource to the printing department personnel to address and resolve inquires, maintenance requests and problems related to assigned functions on day-to-day basis.

· Supervised printing operations from printing to finishing using high-speed printers; DocuTech 6135, DocuTech 6185, bindery equipment, folding, cutting, mail sort, inserting and shipping.

· Oversees Pitney Bowes document bar code insertion: 50K to 100K on daily basis. Process variety of mission critical USPS mailings and increase Cost Saving practices for our Clients.

· Scheduled work assignments and provided guidance, training, inspection, testing, validation maintenance of assigned areas in order to meet 100% company’s standards of quality perfection.

· Oversaw and participated in manual and electronic inventory levels; entered into Oracle System.

· Reviewed and approved FDA printing process for local Fortune 50 Pharmaceutical Company utilizing GMPs procedures to issue/audit/modify confidential documents for training purposes.

· Quality perfection and to get job done under Six Sigma  and LEAN Specifications; coached projects to successful completion and providing infrastructure proactively heavily; follow-up / support with all Clients inside Management Operation to improve success rate.

AT&T Broadband, Schaumburg, IL 






            
Lead Technical Support Agent







2000 - 2001 

Managed day-to-day Help Desk technical assistance to Field Technicians and responded to customer phone-in service issues and corrected problems.

· Implemented new procedures and updated current specifications through document control.

· Trained new employees on technical troubleshooting.

· Key contact person for customers regarding company products.

· Provided expert support to users and Field Technicians employing a high degree of customer service, technical expertise and timeliness.

· Primary function is to answer calls arriving at the Support Center and to accurately identify, prioritize and log the service requests within the established standards

         Diagnose technical problems by asking accurate, concise questions in a professional and timely manner. Accurately prioritize, categorize and log calls, reset network passwords, resolve print queue problems, manage crisis escalation and transfer calls to other support group as appropriate, assist in projects as needed. Work on all escalated issues and solve then accordingly.

· Focus Team Leader reviewing issues for continuous improvement.

· Tracked calls and entered solution data into Remedy solution database.

· Ability to influence customers and peers in the organization to obtain desired production results.

· Excellent interpersonal skills with the ability to handle difficult and irate customers and maintain a positive professional outlook.

· Performed maintenance and calibration of equipment.

· Provided pricing to clients ensuring that pricing was competitive and that generated analytical data was cost-effective and delivered to the client on time.

· Identified source for products/services in support of customer requests in a timely manner.
XEROX, Hillside, IL 







                         

Account Supplies Site Manager







1995 - 2000

Responsible for providing document services and maintenance, repair and installation of Xerox products under contract at various client Campus locations. Implement Team efforts that support Company Vision and Goals.  Plan and assign work within their assign production area utilizing labor, equipment, material, schedule and layout to produce product at minimum cost persistent with acceptable quality standards. Oversee all timely release of Inventoried product per Client specification.
POST OFFICE Europe 




                         


Paralegal Specialist








1983 - 1987
Prepare ligation documents to ensure smooth day-to-day operations of the Post Office including customer service, meeting service level standards, creating a productive employee environment, coordinate meetings, manage relationships with affiliated companies and develop new processes.

EDUCATION
Associates Degree of Law, University of Split Croatia 
PROFESSIONAL DEVELOPMENT
HIPAA Expert - cGMP Expert, MS Office, VLookaps, Adobe InDesign, Graphic Design, CS6 Creative Suite, Visio, pre-press technology, Photo Shop,  eDiscovery, Vendor Relationship.

Project Management Training, Lean Six Sigma – DMAIC, Graphic Imaging DesigDocuCare - Document Centre 220/230, Xerox, Canon/Oce Printing System, FileNet, Installation & Repair, Oracle,  
.

