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Professional Experience

Novella Clinical
formerly OSI Pharmaceuticals

Boulder, CO
Feb. 2010 – Feb. 2014
Document Control Coordinator (Jun. 2013 – Feb. 2013)

· Responsible for coordinating with other departments to ensure all electronic and paper storage needs on Novella’s secured file servers, per the relevant SOPs and WPs, are prepared and maintained  

· Collaborates in the maintenance and archive of study-related web portals

· Collaborates in the creation and  maintenance of Novella’s paper and electronic storage methods for the Trial Master Files , as well as, ensure accuracy and consistency 

· Assists the Manager, Document Control in the development of archive and document control project  document control-related project timelines,  milestone tracking, and metrics related to billable hours for ongoing studies

· Responsible for coordinating with the Information Technology department at study start-up to create the email distribution list for the internal and client teams, and ensure the electronic records and email folder structures on Novella Clinical’s secured file servers are created, as appropriate  

· Provides other administrative support to senior management, as assigned 

· Performs other duties, as required

Clinical Contract Coordinator (for OSI/Astellas Clinical Contracts)
· Printed various contracts in specific formats, flagging signature areas, forwarding them to the appropriate signatories, making cover letters for CRO’s,  clinical sites, (Novella’s) sponsor, or vendors and shipping them via FedEx and/or electronically.
· Created and processed Confidentiality Disclosure Agreement for vendors.

· Assisted Clinical Trial Insurance projects – distributed Insurance Certificates for study managers, created entries and updated database, and maintained files.
· Contract closeout process – Updated Contract Database, uploaded all contracts and filed them electronically and manually.

· Contracted Database and manual file maintenance, and generated contracts and clinical insurance reports.

· Prepared  monthly contract status reports.
· Coordinated outsourcing activities – Internal and external meetings and presentations, including catering services.
OSI Pharmaceuticals, Inc.
Boulder, CO
May 2006 – Jan. 2010
Executive Assistant
· Assisted Clinical Contracts group activities

· Provided administrative support for the Vice President, Medical Doctors, Directors and Managers of Clinical Operations group, Clinical Research MD’s, Biostatistics & Data Management (BDM) Department, Medical Writing, and Medical Information Manager for various Oncology studies of all phases.

· Created and edited various documents – Spreadsheets, PowerPoing presentations etc…
· Served as SOP Coordinator for BDM group – Added new SOP/Guidelines to Matricis, sent Read & Understand requirement notices to department members.
· Monitored group members SOP access through EDMS on a regular basis for BDM group.

· Created and maintained individual patient data and study binders.

· Printed meeting materials for various departments in various formats and types of documents including Protocols, presentations, spreadsheets, and BDM study specific Tables/Listings binders.

· Responsible for calendar management, scheduling meetings, WebEx and arranging catering
· Set-up and coordinated international and domestic travels.

· Entered purchase requisitions and contract invoices into I-Procurement/Oracle, and entering expense reports and time cards to Oracle.

· Entered training courses to BioDome database and maintained individual training folders for BDM group and various personnel in OSI.

· Accessed necessary data for clinical trials through Trialworks (Access base) database

· Responsible for event coordination: internal and external meetings (including multi-site meetings, video conferences and WebEx) and conferences

Applied Films Corporation (AFC) 
Longmont, CO
1995 - 2003
Sales Assistant/Customer Service
· Japanese/English technical translations such as scientific/mechanical specifications, presentations, proposals and other reference materials.

· Interpreter for all Japanese business clientele and suppliers visiting U.S.  Same role while accompanying AFC executives on Japanese business tours.

· General secretarial duties for VP, Sales and various directors/managers of the Sales & Marketing department.

· Written and verbal communications with customers.

· Coordination for the trade shows and customer receptions.

· Maintain calendars and schedules for the division members.

· Coordination of production and sales agents including day to day communications.

· Weekly/monthly updating sales forecasts and recording minutes of conferences on sample testing and scheduling.

· Conduct travel arrangement and customer visit coordination for international travelers – arrangements for airport transportation, accommodation, catering and entertainment.

· Preparation of demonstration and presentation material using PowerPoint.

· Order entry, receiving and shipping summary for customer service.

Solbourne Computers Inc. 
Longmont, CO
1991 - 1995
Senior Administrative Assistant/Bilingual Coordinator
· Translation and interpretation of all business documents.

· Responsible for liaison between Solbourne Computer and Matsushita Electric Industrial Co., Ltd. (Panasonic), parent company of Solbourne.

· Weekly and monthly inventory, cost summary reporting, and monitoring departmental expenses.

· Coordinator of all Japanese employees’ personnel matters – monthly payroll, individual tax filing, immigration issues, orientation for new employees, and all related services

KPMG Peat Marwick
San Jose, CA
1988 - 1991
Senior Secretary & Administrative Coordinator
· Performed translation of financial documents.

· Responsible for general administrative matters; word processing, typing, filing, etc. for 2 partners and several managers.

· Updated customer database and coordinated periodical mailings.  Coordinated KPMG Partner’s activities within Japanese Chamber of Commerce.

· General administrative duties, specializing in Japanese Practice Department, including extensive dealing with Japanese clients, Japanese word processing, translations, and the coordination for various assigned projects.

Education
Front Range Community College, Westminster, CO
AS of Arts, General Education
Poole Gakuin Junior College, Osaka, Japan
AS of Arts, English Literature
Licenses & Certifications

Administrative Assistant Essential Course Certificate by MSEC in April 2008
Mini Med 8-week weekly course held by University of Colorado Medical Center – Completion Certificate, November 2008

Professional Membership
Japan America Society
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