ASHLEY L. LES












62 Woodburn Drive 








413.446.6676
Methuen, MA 01844








AshleyLes521@gmail.com

Desired Position

I'm seeking a position in a growing industry where advancement is based on my performance and abilities.  I am a self-starter, work with minimum supervision, proven analytical and problem solver with excellent communication skills both written and verbal as well as  a team builder.
Professional Experience

Seventh Sense Biosystems






Cambridge, MA.

Document Control Specialist


9/2012 to Present

Created the document control practices and standards.  Manage and enforce these efforts critical to ISO certification.  Lead and acted as main liaison with outside consultant which produced a successful achievement in Certification ISO 13485 and two successfully approvals. I also handled all documentation and training for this quality system.
Administrative Assistant



5/2013 to 12/2014
Created and successfully implemented a controlling system to track and recovery all R&D Builds and Clinical results with rapid response, personal assistant to the CEO, CSO, Senior Director of Marketing, and VP of Operations and Engineering
.
Hardric Laboratories, Inc.






North Chelmsford, MA.

Supply Chain Specialist



8/2010 to 8/2012
In addition to Supply Chain Assistant duties: Created and Managed cost analysis system (actual vs. planned) , developed a process used to monitor the improved scheduled  deliveries over the fiscal year, maintained customer profiles, and establish resolutions to open issues. provided direct support to Supply Chain Manager. and outside sales 
Supply Chain Assistant



5/2010 to 8/2010

In addition to Administrative Assistant: Managed sub-contractors, assist in customer relations, primary purchasing person, and personal assistant to President in all meetings.
Administrative Assistant



1/2010 to 8/2012
Primary operator in maintaining all data entry and personal assistant to President.

Education

Western New England University

Accredited by the Association to Advance Collegiate Schools of Business

M.B.A



Graduation 5/2014

 
Worked full time while completing

Classes: Business and Its Environment, Information Technology Management and Applications, Decision Support Models, Accounting for Decision Makers, Managerial Finance, Marketing Management, Leadership & Decision Making, Organizational Behavior and Theory, and Strategic Management
B.S. Business Administration
Graduation 1/2012


Major: Management

Minor: Psychology

Certifications
Leadership Certificate from Western New England University 

Classes: Leadership, Leading Change, Ethical Leadership Practice, and Contemporary Issues in Leadership
Internal auditor ISO 13485 for auditing the ISO 13485 Standard

Internal auditor ISO 9001 for auditing the ISO 9001:2008 Standard 
Certified in Microsoft Word, PowerPoint, Excel, Publisher, and Access
