
SHARON E. BROCKERT
1330 Russell Blvd.
Thornton, CO 80229
(303) 288-3694 – home
(303) 681-5256 - cell
sharonbrockert@yahoo.com
www.linkedin.com/in/sharonbrockert/

	Areas of Expertise/
Strength
	· Support of director & managerial personnel
· Computer use and applications 
· Microsoft Suite
· Meeting, travel, hotel and logistics
· Grant & exhibit submission 
· Use of office equipment
· Oral, written communications & proofreading
· Confidentiality and exceptional work ethic

	· Quality and compliance
· Customer relations 
· Organizational skills
· Expense reporting and tracking
· Mentoring and training 
· Time Management 
· Corporate health and safety guidelines
· Self-motivated, self-starter


	
	


	Professional 
Experience
	Covidien (formerly Valleylab)
(Medical Device Manufacturer)
5920 Longbow Drive; Boulder, CO  80301

Professional Education / Professional Affairs, Clinical Education (PACE)                          
Administrative Assistant  IV                                                                    2005–2012

· Primary support person for the Senior Global Director 
· Manage logistics for meetings, including travel, hotels, transportation, catering, materials and follow-up
· Prepare and submit all educational and equipment grants for review by compliance committee
· Handle the verification and submission for reimbursement, my supervisor’s expenses and/or healthcare              professional’s honorariums and expenses
· Track departmental expenses for the purpose of monthly accruals, necessary for maintaining a balanced           budget
· Work closely with the Legal Department on the proper compliance in relation to federal and company    guidelines as it concerns events and processes.
· Support fellow administrators, other departments and sales force in any way required and/or requested
· Create and/or proofread correspondence, grants, training materials, standard operating, meeting agendas and PowerPoint presentations and professional CV’s for distribution via email, regular mail or other uses.    
· Departmental and area health, safety, fire and evacuation coordinator and first responder


Examples Include:
· Arranged the Director’s travel to Shanghai China including air travel, hotel accommodations, ground transportation and a city tour. Submitted documentation for his travel VISA. Following the event I organized and submitted the Director’s expenses for reimbursement and also submitted the HCP’s expenses for reimbursement.

· Global Professional Education meeting held in Boulder, CO. I arranged meeting space, catering and AV backup and support. For hotel, travel and meals, I arranged and negotiated the hotel rooms and meals, ground travel for the group and individuals, as needed. Researched, negotiated with and booked restaurants for group dinners. I researched and purchased attendees’ gift books and assisted with training materials. Kept all attendees up to date on changes and progress right up to, during and following the meeting. Reconciled meeting expenses with the Accounting Manager.

· Processed approximately 300 to 450 unrestricted educational grants and medical equipment grants per year. Setup all paperwork required for this process including the submission of the grants for review to the compliance committee. Upon approval, I sent letters to the facilities and started the payment process with the accounting department.

· Created and maintained various files and spreadsheets pertaining to departmental expenses, HCP reimbursements, expenses and grants as well as training records for required internal and external audits and for future reference.



	Professional 
Experience (continued)

	[bookmark: _GoBack]Sales Training – Valleylab                                                                        
Administrative Coordinator II                                                                 2002-2005

·   Supported the Sales Training Director in day to day activities as well as travel logistics and expenses. 
·   Supported other departmental, internal and field based training personnel as needed including expense  
reconciliation and reimbursement. 
·   Setup all internal and external training logistics for new sales professionals – scheduling guest 
presenters, materials, hotel, travel, catering, transportation and expense reconciliation. 
·   Assisted the sales professionals before, during and after training as needed and/or requested with, as an      
example, information about training, compliance and company guidelines.
·   Sent out all new marketing materials to the sales force for information updates and product launches
·   Setup the financial paperwork, for approval, ordered furnishings and other training materials for the                    
new sales training room. 
 

	



















Education




References
	 
Valleylab                                                                                                                  1988-2002                                              
· Manufacturing Trainer / Coordinator 
	
· Production Team Lead for the Packaging Lines

· QA Inspector: Subassemblies, Finished Product and Packaged Product
                           
· Assembler / Production Inspector
                                                                       
The Hair Shop, Hygiene, CO                                                                    1981-1991
Owner / Operator 


Americana Beauty School – Denver, CO                                                     

Arvada High School – Arvada, CO                                                               
        

Gil Greulich
greulichg@aol.com
720-775-7648

Dave Wolff
david.wolff@davita.com
303-965-1176

Dale Munson
dale.munson@covidien.com
303-525-3393

Sandra Bonertz
sandra.bonertz@covidien.com
303-585-0371





