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SUMMARY:
Possession of administrative and managerial skills necessary to the multitude of tasks required by office facilities and customer service call centers.  Detail-oriented with strong organizational skills and the ability to multi-task.  Proficient in typing 70 WPM. Strong knowledge of computer applications; Access, Excel, Outlook Express and Word. 

EDUCATION:
Sullivan & Cogliano Training Centers, Inc, Tyngsboro, MA
Computer Applications Certification  						    2000
Access ▪ Database Applications ▪ Excel ▪ Microcomputer Applications ▪ Microsoft Word ▪ Outlook Express ▪ PowerPoint ▪ Quickbooks ▪ Spreadsheet Applications ▪ Word Processing Applications

EXPERIENCE:
Hologic, Inc., Bedford, MA							   2006- Present	
Hologic, Inc. is a leading developer, manufacturer and supplier of premium diagnostics, medical imaging systems and surgical products dedicated to serving the healthcare needs of women. Hologic’s core business units are focused on breast health, diagnostics, GYN surgical, and skeletal health. Hologic provides a comprehensive suite of technologies with products for mammography and breast biopsy, radiation treatment for early-stage breast cancer, cervical cancer screening, treatment for menorrhagia, osteoporosis assessment, preterm birth risk assessment, and mini C-arm for extremity imaging.

Document Control Analyst (2011 – Present)
Responsible for the interface between Engineering, Operations, Customer Service, Product Management and Finance to ensure the appropriate changes are properly documented and approved prior to system release. Work with engineering and other creators to write Engineering Change Orders and other related change documents. Manage Change Orders through their approval workflows utilizing Oracle’s Agile Product Lifecycle Management software Suite. Enforce Adherence to current company standard operating procedures. Represent department as core team member of PLM and ERP software upgrade project teams.  Tasks including but not limited to Validation testing, training documentation creation for end users, modifying company SOP’s to reflect new processes as well as new systems. Represent department during annual ISO 13285 Certification/Re-Certification audits. Chair weekly Change Control Board meetings. Provide new user training as well as continuous improvement training to system users companywide using forms of communication ranging from in class lectures to WebEx teleconferences.

Administrative Assistant to Sr. VP of Regulatory Affairs & Quality Assurance (2009 – 2011)
Provided clerical and administrative support to Regulatory Affairs & Quality Assurance Departments.  Assisted in various companywide administrative activities; Filed correspondence, Device History Files and other records. Entered data into the Device History Database and the QC Database. Maintained Regulatory & Quality documents and publications. Assisted in copying and binding documents and reports for FDA submissions. Prepared correspondence and packages for mailing. Made copies of correspondence and other printed matter. Maintained Journal Distribution Lists. Ordered office supplies, arranged travel schedules and reservations, 

and assisted in setting up meetings. Participated in mail and reception rotation. Complied with all GMP and ISO procedures. Requested CFG from FDA, maintain inventory and distribute.  Assembled international registration documentation. Created and maintained clinical data bases under direction of RA Manager. Maintained RA filing library.

Administrative Assistant to CFO, VP of Investor Relations and Finance (2006 – 2009)
Responsible for coordinating Board of Director quarterly meetings, customer/investor visits, conference calls, lunches and dinners.  Arrangement of domestic and international travel for Executive Officers.  Maintain finance department’s supply inventory. Answering the telephone and relaying messages.  Scanning and photocopying documents, e-mailing, and scheduling meetings through Outlook Express.  Updating company website.  

Maintain updates to the employee data base.  Update database with new hired and terminated employees into Equity Edge and processing of Restricted Stock Units and Stock Option Grants. Processing stock option exercises for employees.  Alerting employees of expiring stock options. Updating finance/accounting with stock option end of month reporting. Administrator for the Pitney Bowes Postal machine.  

GSI GROUP, Billerica, MA							   2005- 2006	
Bringing laser-based automated advanced manufacturing systems, instrumentation, and components to leading industrial companies worldwide.  The company supplies products and service to the semiconductor, electronics, medical, automotive, aerospace, and consumer packaging markets.

Receptionist and Finance Administrator
Greeting customers and employees.  Answering the telephone and transferring to correct contact.  Scanning documents, e-mailing, scheduling meetings through Outlook Express.  Applying Cash Applications through Oracle and Great Plains.  Credit Card Approval Processing, Applying Corporate Inter-company Payments, Sub ledger Closing; Purchasing, Inventory, and Account Receivable, Backup for entering Accounts Payable Invoices, Shipped not Billed, Shipment by Date and Shipping Details by Date Reporting, Payroll & Benefits, Payroll Accrual, Benefit Accrual, Vacation Accrual, RMA Returns Allowance,  and Research and Development Project Spreadsheet

ABBOTT LABORATORIES, Bedford, MA					        2002- 2004
Since 1888 working to advance health care for people around the world. Focusing on advancing medical science and the practice of health care with expertise in the therapeutic areas of diabetes, pain management, respiratory infections, HIV/AIDS, men and women’s health, pediatrics and animal health.

Senior Customer Care Representative (2003 – 2004)
Provided technical assistance, support, troubleshooting and resolution of concerns for Abbott Diabetes Diagnostics (ADD) customers and field sales personnel to ensure a high degree of customer satisfaction and loyalty to our products.  Responsible for implementing and maintaining the effectiveness of the quality system. Provided technical support to customers by phone and electronic mail, which includes information on: usage, protocol, capabilities and specifications. Scheduled customers in the field to perform installations, conduct preventive maintenance as outlined in the annual service contract and resolve product problems. Participated in and heads training for customers, distributors and in-house personnel. Maintained customer database and files. Provided technical support to sales representatives. Maintained Capital equipment inventory for Technical Services.  Attended company meetings and outside educational events and seminars. Provided training to new technical service representatives.

Customer Care Representative (2002 - 2003)
Responsible for implementing and maintaining the effectiveness of the Quality System. Provided support to Abbott Diabetes Diagnostics (ADD) customers and field personnel as the primary contact for troubleshooting and resolving instrument and/or reagent problems; provided on-site and critical account management support where required; handled high volume or critical, high-risk accounts in addition to other routine requests. Trained customers or other members of the service organization.

CLINICAL EDUCATION
Career Education Institute, Lowell, MA				                  2004- 2005
Medical Assistant training, 800 hours of didactic and laboratory hours including 180 hours of Externship.

Medical Assistant Certification							    2005
Adult AED & CPR and Pediatric CPR Certification ▪ Anatomy & Physiology ▪ Aseptic Medical Technique ▪ Clinical Office Procedures ▪ Computer Keyboarding (65 WPM) ▪ Electrocardiography Certification ▪ Hematology ▪ Interpersonal Relations ▪ Laboratory Specimen Collection ▪ Language of Medicine ▪ Legal Aspects of Allied Health ▪ Medical Data Entry and Billing ▪ Pharmacology ▪ Practical Hospital Applications
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