
Terrilynn L. Sera
921 Fox Hollow Drive Hudson, NH 03051               (603) 759-3708		terrilynnsera@aol.com

Excellent sense for detail.
Seeking employment as a Documentation Specialist where I can utilize an
                   analytical approach while providing a service to resolve issues with a collaborative attitude.
 
Work Experience

Methods Specialist-CCA Factory BAE Systems, Nashua NH                                                    6/06-6/13
· Revised process sheets and visual aids per engineer’s instruction.
· Incorporated ECO’s into process sheets and visual aids working together with engineering.
· Actively observed production on CCA floor to ensure process/parts list is correct and make improvements.
· Responsible for searching and printing reports and other specific build documents.
· Tasked to collect several product processes to achieve a common order throughout the word doc.
· Maintained many electronic job folders.
· Reviewed process sheets for order of operations needed to complete each stage of each unique build from PCB SMT/TH assembly, mechanical assy, wiring and box build.

Clerk  –Aircraft Integration
· Assisted engineers with many aspects of documentation for US and UK Platforms.
· Revised documentation to reflect engineering updates such as revisions, parameters and values.
· Converted docs to PDF.
· Updated Mechanical Drawings with proper ITAR and Proprietary statements.
· Maintained several excel spreadsheets and program specific electronic folders.
· Generated System Change Requests (SCR’s).
· Uploaded documents into PDM once approved by stakeholders.
· Scheduled required approval members (RAM) meetings for 15 + engineers using Microsoft Office. 
· Drafted meeting minutes.
· Entered data into DOORS.

Fabrication Tech 1 - Space							  	
· Assembled, soldered, inspected, reworked and applied epoxy’s for complex Space circuit card assemblies consisting of SMT, Thru-hole, mechanical and box build technology.  
· Excellent workmanship in printed circuit assembly, mechanical assembly and epoxy application.
· Strong knowledge and understanding of component values, polarity, acceptable Military Specifications and Customer expectations of delivery of a safe product. 
· Entered data into quality assurance data base (TIPQA).
· Supported engineering commitments and production delivery per DFT.
· Provided Route Card documentation process improvement suggestions.

Administrative Assistant-St. Joseph Hospital, Nashua, NH			             7/03- 12/05
· Scheduled hundreds of events, rooms, and related services using Spii software.
· Daily faxing, zerox copies.
· Tracked last minute changes in a dynamic environment. 
· Contact for internal and external customer service.
· Generated managerial & operational SPii Reports to manage on-campus and off-campus events at several facilities.
· Conducted monthly safety inspections within the facility to identify unsafe conditions.
· Received Exemplary Worker Award –Rotary Club of Nashua-March 2005.

NPI Documentation Specialist- Intel Corporation, Bedford, MA  			7/99-4/02
· Entered ECO’s into database and incorporated into Bill of Materials as well as expedite new change to the production supervisor.
· Interfaced and assisted engineers regarding clarification of ECO's, AVL and part number description.
· Consistent follow up with engineering to resolve issues.
· Responsible for inspection of prototype parts ensuring defect free, correct size and value.
· Inspected PCB solder post SMT reflow and thru hole wave reflow at contract manufacture facility.  100% inspection of complete PCB utilizing the BOM/process.
· Responsible for NPI in-process and final box build inspection prior to shipping. 
· Assisted with creating the engineering PCB assembly package to Contract Manufacturer.
· Generated visual aids.
· Structured entire Bills of Material (BOM) for new products.
· Assigned document numbers to documents.
· Received several recognitions for efforts to meet ship dates.

Skills/Education
· Possess an excellent understanding of Bill of Materials, Process, Router, and ECO structure.
· Extensive knowledge of engineering data base tools.
· Proficient in Microsoft Office, PDM, Adobe, Power Point, I-Portal. Microsoft Excel, Word, Outlook, E-mail, BOM tools and CEO Scheduler.
· Graduated 1979 – Shawsheen Tech
· Some College 



