Gousia Ahmed
  150 Horizon Circle  •  Carol Stream, IL 60188• Mobile (630)202-6406/Home (630)682-0309 • sahmed0227@yahoo.com

  
Actively seeking for a position  
 With a progressive organization in need of a flexible, and resourceful professional with extensive experience in Quality Control and customer service.
	Career Profile and Qualifications


· Solutions driven professional with extensive years of experience in Quality Control, Customer Service and Office Management.

· Hard working and a self-starter and can easily function in various departments with very little supervision.

· Motivated achiever, who exceeds goals, is considered by company management as “great asset to the company”.

· Quick learner with a can do attitude.

· Effective customer service skills as well as interpersonal skills.  Demonstrated the ability to bring the voice of the customers to top management in understanding customer requirements.

· Extremely detail oriented, played a great role in mistake proofing prior to release of product to customer.

	Areas of Expertise


	· Communication skills
	· Computer skills(excel,word,powerpoint,Access)
	·  ISO 9001:2008

	· Customer service
	· Internal Audit
	· Visio(use for flowchart)

	· Typing (68 wpm)
· General office
	· Root Cause Analysis
	· Epicor(ERP software)
· AutoCAD/Solidworks


EDUCATION

 University of Illinois at Chicago • USA
	7/1994 Bachelors in Arts and Sciences/Major: Psychology

                                                                                                            


 College of Dupage • IL, USA

	1/2009 Six sigma: Total Quality Applications 


Morraine Valley, IL USA

	8/10 AutoCad/Applied AutoCad  


College of Dupage.  IL, USA

	8/2011 Manufacture Engineering tech degree(Associates)-still studying


EXPERIENCE
Quality Assurance Assistant
Ari Industry
381 Ari Court

Addison, IL 

 3/2011- present

In charge of creating data package which includes certificate of conformance, material certs and  test data as required.   

In charge of approving material certs.
Prepare samples for metallurgy testing.

Helped Quality Manager with ECO updates and engineer order release as needed.
Lead a project in Inventory Control issues to help find solution to discrepancy and worked with various departments to help resolve the problem  

In charge of maintaining Calibration, customer supplied material  and non inventory log.
Internal Audits of QMS system.
Order supplies for Met Lab 

Backup to Quality Manager.
Quality Control Assistant/Account Rep
Sumitomo Cryogenics of America

1500 C Higgins Road

Elk Grove, IL 60007

 8/ 2005– 8/27/2010

*Assisted the Quality Control Manager with writing and updating QMS documents and procedures (SOP, QCP,Work Instruction and forms) in compliance to the ISO 9001-2008 standard. 
*Maintained Calibration log.
*Review and verification of finished products from initial diagnosis, initial test, final test, labels for compliance to OEM specs and customer requirements upon release of products to customers.

*Helped and followed receiving procedure of coldhead and compressors for repair, investigation of repair history and warranty status and inputting information accurately into the receiving report.
*Schedule and implement internal Quality Audits in the absence of Quality Manager.
*Closed out Corrective and Preventative Action Report from customer complaint and from internal audits through the use of root cause analysis technique.
*Updated employee training log.
*Provided quality reports to the Quality Control Manager monthy. 
*Backup for Quality Manager.                                                                                                                   

*Handled incoming calls from customers (GEHC, small customers and overseas customers).

*Familiar with GEHC website (ERT, supplier connect, supplier support etc)

*Issued RMA upon return of a unit for repair.
*Handled customer account payable
*processed shipments, created sales order and pack slip in Epicor (ERP software).
*Handled purchasing and new sales-from quoting to shipping of parts ordered by customer.
*Resolved unpaid customer invoices, tracking shipments and any dispute customer may have.

*Served as liaison between customer and management in bringing forth customer requirements and concerns
*Backup for Account Rep (for other OEM customers)

 
IBO
QUIXTAR | Carol Stream, IL 
6 /2002 - 10/2003 
*Marketed various products offered through Quixtar to new members and showing the "PLAN" on how to get started as a new business owner.  
 
Office/QC Asst.(part time)
Sumitomo Cryogenics of America

Sumitomo Cryogenics of America | Elk Grove Village, IL
12 /2000 – 4/ 2002

*Assistant to the Office Manager with phone, filing, shipping and data Entry and also the QC Manager with maintaining the Quality Management System. 

Foreclosure Representative

Dovenmuehle Mortgage, Inc | Schaumburg, IL 60173

1501 Woodfield Road

Schaumburg, IL 60173

6/ 1998 – 9/2000
*Monitor governmental loans mainly FNMA, FHLMC, and FHA AND VA per their guidelines for a portfolio of over 100 loans. 
*Work with attorneys throughout the US from referral of a loan to its sale date and responsibly for the completion of a foreclosure within its strict timeframes. 
  *Administered payoff and reinstatement quote to our client or attorney upon request. 
*Processed payoff and reinstatement funds. 
*Issued bidding instructions or judgment figures to our attorney in order to complete or proceed with foreclosure. 
*Ordered BPO for FNMA OR FHLMC as necessary. 
*Researched problem accounts relating to issues on missing assignments and/or payment dispute. 
   
Asst. Social Service Director

Abbington Rehab & Nursing Center | Roselle, IL 

31 W. Central Ave

Roselle, IL 60172
6/1996 – 10/1996
*Developed psychosocial plans of care from the completed resident assessment and implemented programs to address the needs and problems identified in resident's assessment.  
 *Completed Quarterly progress notes on all residents in my program. Included response to approaches and programs and *measurement of goal achievements. 
*Reassessed resident's psychosocial status at least every 90 days. 

*Organized and kept records of resident's attendance and participation in psychosocial programs. 
 
 Administrative Asst/Psychosocial Asst.
Abbington Rehab & Nursing Center | Roselle, IL 
6/ 1995 - 6/1996
*Assisted Administrator with payroll for 62 employees. 
*Handled residents Trust Fund Account. 
*Assumed responsibility for office in her absence which included giving a tour to families and taking care of final paper work upon admission of new resident. 
*Typing, sorting, filing, distributing mail and answering incoming calls  
* *Worked as Psychosocial Asst. part time in addition to administrative duties. 

*Organized and lead four groups two of which were higher functioning groups "Coping" and "Mens Self Esteem". 
*Assisted in interviewing candidates for my position.
Gousia Ahmed ■ Resume
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