Doris A. Brinkman

10880 W Belmont Ave.
Littleton, CO 80127
720-401-6659

Email: dori81459@msn.com
OBJECTIVE

A position with a progressive company, with an opportunity for growth and development.

SUMMARY

Demonstrating the ability to work independently, and able to prioritize tasks to ensure completion in an accurate and timely manner. Very organized and detail oriented.

EXPERIENCE

Synergy Staffing/Urban Lending Solutions, LLC                             01/2013 – 09/2013

· Process all loans and submit to Closing for refinance mortgages.

· Process 15 – 20 loans per month consisting of Conventional, DURP and HARP.
· Set-up Escrow Accounts.

· Retain all necessary documents from borrower, Settlement Agents and third party vendors to satisfy loan conditions submitted by the underwriter.

· Quickly learn all software programs required by the lender to maintain files.

· Maintain, manage, scan and upload all loan documents.

· Manage all assigned files, work well with all borrower’s and loan officers.
Manpower/Evergreen Research




 09/2012 – 01/2013

· Quickly learn assembly procedures for assembly of Laparoscopic Lens Internal Cleaning System.
· Quickly learn procedures for maintaining Class C cleanroom environment.
· Quickly learn documentation requirements for FDA record keeping.
· Ability to read, understand and follow Standard Operating Procedures for medical devices.
Volt Management/Sandoz                                                                      11/2011 – 06/2012 
· Quickly learn set-up and operation used for packaging of pharmaceutical products.
· Ability to read, understand and keep up with constantly changing Standard Operating Procedures.
· Quickly learn scheduling and documentation used for packaging products.
Aerotek/Baxa Corp.                                                                                 06/2011 – 08/2011

Lead Lab Associate

· Perform test on various devices for V&V Protocols.
· Visually inspect 0.45 & 0.08 micron filters with 50X and 100X Kestrel Microscope measuring particulate contamination and recording data per ISO and USP Guidelines.
· Record all part numbers and lot numbers, and expiration dates for devices.
· Verify all documentation and assist other Leads when needed.
DDI Denver/Coretec, Inc.                                                                       04 /2007 – 05/2011

Senior Operator in Clean Room

· Perform start-up and preventative maintenance every Sunday.
· Perform start-up and operate photo equipment.

· Manage and organize Image and Photo department.
· Laminate the resist on outer layer and inner layer panels, vacuum laminate dry film solder mask.

· Expose Inner layers, Outer layers, LPI and Dry Film Solder Mask. 

· Capability to run all clean room processes and put out quality product.

· Cover other shifts for supervisor in another employee’s absence.

· Willingness to work any and all overtime needed to meet current ship dates.

· Perform all processes in an accurate and timely manner.

· Train new employees on all procedures.

Denver Discount Lending                                                                        03/2004 – 04/2007

Loan Processor

· Process all loans for 1st and 2nd mortgages to ensure estimated closing date. Consisting of Conventional and VA Loans, purchases and refinances.
· Retain all necessary documents from borrower, Title Companies, borrower employers and misc. other documents to satisfy loan conditions submitted by the lender.

· Maintain, manage and scan all loan packages.

· Bookmark important loan documents within the file for future reference.

· Answer all phone calls and route them to proper personal.

· Work well with all loan officers.
· Manage business in a courteous and professional manner in owner’s absence.

RJR Circuits, Inc.                                                                                    06/1999 – 01//2002

Quality Control Lead Operator

· Reduce customer returns to 0.2% following blueprints and specifications.
· Responsible for shipping $350,000 to $500,000 in product to customers in a timely manner to meet ship dates.

· Perform all job duties to ensure quality of product and to meet customers expected dock dates.

· Train new employees on quality, shipping and dry film procedures.

· Maintain inventory for screening, dry film, quality and shipping departments.

· Pull all stock boards to ensure completeness of quality and to fulfill “ship from stock orders”.

Circuit Images, Inc.






 04/1995 - 06-/1999

Image Transfer Operator

· Manage Image department.
· Perform all job duties to ensure quality and on time delivery to the customer.

· Perform all preventative maintenance procedures on all equipment to ensure proper operation.

· Perform all preventative maintenance on clean room to maintain proper conditions.

· Train all new employees on Image procedures.

Salt Lake Circuits, Inc.                                                                            01 /1993 -05 /1995

Driller/Fabricator

· Quickly learn operation and drilling and fabrication machines used to manufacture print circuit boards.
· Train new employees on drilling procedures.

· Work in Multi-Layer department, pre and final inspection, screening and shipping department when needed.

Zimmerman Metals, Inc.



                             04 /1991 -10 /1992

Pre-Production Planning Clerk

· Quickly learn and understand construction approval process and structural shapes.

· Copy, prepare and ship all construction drawings to designated construction company using UPS, Fed-Ex Courier.

· Manage department in Supervisors absence.

Cobe Laboratories, Inc.





     04/1981 – 04/1991

Record Retention File Clerk






      1990-1991

· Assisted supervisor in the design and set-up of the Corporate Record Center.
· Accurately update and improve the efficiency of data entry.

· Reduced corporate record storage by 66% by improving storage techniques.

· Manage Record Center in supervisor’s absence.

· Assisted all personnel within the corporation with any questions or concerns by phone or in person in a pleasant and professional manner.

Warehouse Clerk







     1988-1990

· Quickly learn use of customized computer software to track all parts in two warehouses (100,000 sq. ft.) maintaining an inventory value of $6,000,000.
· Cycle Count Coordinator – conducted investigative work uncovering discrepancies in inventory by analyzing perpetual inventory records.

· Improved documentation for warehouse using Lotus Freelance Graphics Software.

Quality Control Inspector






     1987-1988

· Enforced manufacturing process standards required in building custom medical products.
· Observed and monitored employee’s using policies and procedures for manufacturing critical care products.

· Analyzed and evaluated data on devise history records to ensure accuracy and completion. 

Machine Operator/Production






     1981-1987

· Assembled sub-assemblies for blood tubing sets used in the cleansing of blood during kidney dialysis.
· Operated a variety of different machines used in manufacturing of parts for critical care products.

