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     Phone: (207)-205-0902  Email: dottoms66@yahoo.com


Career Summary:______________________________________
·      Four years of experience in administrative office support. 

·      Nine years of manufacturing experience.

·      Proficient in Quickbooks™ applications, and proven a quick learner for other computer applications.

·      Outstanding interpersonal and communication skills.
·      Impeccable organizational skills which easily adjust to accommodate new responsibilities and projects.
·      Motivated self-starter who willingly accepts significant responsibility.

·      Excellent problem-solving skills.
·      Energetic and goal oriented.
_________________________________________________________________________________
Relevant Experience:
FLIR Systems – Stillwater, OK

                    January 2014 – April 2014
Accounts Payable

· General office duties; filing, copying, scanning, check disbursement, etc..  
· Temporary position.
Oklahoma State University (OSU) – Stillwater, OK

                    August 2012 – September 2013
Financial Assistant II

· Ordered and inventoried laboratory and other supplies for the Biochemistry and Molecular Biology (BCMB) department faculty and staff using OSU resident software programs.  
· Streamlined and improved many BCMB shipping and receiving functions, accounting for less overhead and direct costs.
· Receipted and invoiced all incoming and outgoing orders.  
· Coordinated travel accommodations for OSU BCMB faculty.
Nestle Waters/Poland Springs – Kingfield, Maine 



  October, 2008 – April 2012
Blow Mold/Filler Production 
· Three years of experience as a blow mold and filler operator in the water bottling industry. 
· Completed hourly quality testing, as well as weekly preventative maintenance.  
· Key player in the startup and full production of new factory equipment and processes.  Poland Springs was the number one bottling facility of all Nestle water bottling facilities for three straight years.
Tactical Power Systems - Rangeley, Maine 




    June, 2005 – May, 2008

Administrative Assistant
· Account billing, parts inventory, and other associated administrative duties for a military-contracted power supply manufacturing facility.  
· Organized shipments of completed units to overseas military installations, customer service, phone contact with suppliers and subcontractors, and payroll. 
· Significantly cut manufacturing costs by streamlining inventory and supply operations.

National Semiconductor – South Portland, Maine 


      September, 2003 – August, 2004
Manufacturing Technician





               
· Operated of semiconductor photolithography equipment and processes. 
· Worked closely with internal customers to resolve issues and improve processes in the area of semiconductor testing.  
· Received highest marks on all procedural performance tests.
Burlington Coat Factory – South Portland, Maine 


      October, 1995 – September, 2003
Department Manager





               
· Managed inventory and sales in the linen department. 
· Facilitated customer orders, scheduling and merchandising new products.
