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RE:  Potential Employment Opportunities

Dear Hiring Manager or Recruiter,

Please see my resume that follows directly below in regard to potential employment opportunities.  I’m currently searching for a position in Longmont, Boulder, or close to Boulder County to avoid long commutes in heavy traffic; alternatively, I seek a remote-based position or one that can be performed at least part of each week virtually from my home office.      

My last position ended on June 14, 2018 so I’m available immediately; should you feel sufficient interest in my background, skills, and abilities to schedule an interview, I can speak further to that status and provide a good reference.  I also worked for the last several years as a contractor or in temporary positions and on freelance projects, either onsite or remotely from home.  Before that, I worked for five years at Oracle/Sun Microsystems as a Services Renewals Complex Quote Analyst and was a Renewals Sales Rep in my last year at Oracle.  Prior to that (aside from positions held even further back), I was a digital Medical Transcriptionist for 2.5 years for IDEXX Laboratory Services.    

I’ve developed an extensive technical administrative and client support background over many years in my career.  I’ve acquired multiple skills sets, including project coordination, quoting, order management, PO and vendor management, administrative finance-related tasks, heavy email correspondence, sales, data entry and data management, and writing and editing.  I’m used to “hitting the ground running” in a new position, often with minimal training.  I’m versatile in learning new software and new industry specifics quickly, and I’m open to entering new fields and/or endeavors.  I adapt well to change, and I strive to remain flexible to accommodate fluctuating processes and environments.  I’m customer- and team-focused, thorough, detail oriented, supportive, and courteous.  I have a strong work ethic by nature, emphasized by personal and professional integrity, and I strive always to produce a high-quality work product on a daily basis.  I utilize a work style that includes setting defined goals in my daily tasks and appreciate a good balance between team work and working autonomously while still complementing the team effort.  I respect the boundaries of others in their work spaces yet still enjoy a friendly atmosphere in the workplace.  I seek an opportunity to work with others with similar work culture values. 

Should you find my background, skills, and abilities of sufficient interest to schedule an interview, please feel free to contact me by phone, text, or email.  Thank you in advance for your consideration and review.

Best Regards,

Christine D. Baker

Resume of Christine D. Baker
(720) 296-3476
nquiring777@gmail.com    Longmont CO  80503

Professional Summary
Technical Administrative
• Project coordination, records management, quoting, order management, spreadsheets, reports, data entry/remediation 
• Purchase orders, invoice receipting, email & file directory maintenance, login credentialing, training presentations
• Customer service & support, sales & quoting of SW/HW maintenance contracts, online license processing
• e-Commerce operations support, product order processing via chat/email/phone support, RMAs, shipment tracking
• Proofreading, editing, & writing procedures, instructional & business documentation, video/audio file transcription
Clerical Administrative
• Organizational tasks to streamline for efficiencies & improvements, tracking & coordination of tasks and procedures
• Technical & business correspondence, writing & editing, medical & technical transcription, email database management  
• Typing/keyboarding 75 wpm; alphanumeric data entry 14,000-15,000 kph; numeric data entry 8,000-9,000 kph
Software
• Salesforce, Oracle 11i/OKS/R12, JD Edwards E1, SAP (basic), SharePoint, MS Word/Excel/Outlook, proprietary apps

Professional Experience
Technical Records Auditor									03/26/2018-6/14/2018
Heliqwest International, Inc.
· Daily updates of handwritten aircraft component, maintenance, and repair history into electronic records format
· Maintaining paper airframe & component records per FAA and company requirements, including scheduled forecasts
· Utilization of an electronic aircraft maintenance and repair system (AMS) for tracking, recording, and related tasks

Multiple Project / Contract / Temporary / Full-time					12/2012 – 4/2018
Transcription & Database Management, Dig Deep Research (Freelance)			11/20/2017-as needed
· Part-time remote freelance; video/audio transcription, technical editing/writing, email database management
Data Specialist Resolute Recruiting (1099 Freelance Temporary Project) 				8/28/2017-9/15/2017
· Short-term project for a construction industry recruiter; spreadsheet management, data entry & cleanup, research & verification 
Sales Support /Operations eXcell / Compucom (Temporary/Contract Project)			2/21/2017-7/31/2017
· Short-term project for GitHub in Sales Support for a Salesforce upgrade, quote and order processing, data entry, project tasks 
CSR / Order Management Manpower (Temporary/Contract Project)				11/28/2016-2/3/2017
· Short-term contract for a Ball Corp Broomfield acquisition “go live,” JD Edwards order processing, item setup, customer issues  
Project Support Specialist University of Colorado, Boulder (Temporary/Contract Project)		06/1/2016-11/23/2016
· Temporary contract for VoIP phone conversion, data audit/verification, spreadsheet updates, user meetings, project tasks 
Facilities Coordinator Avery Partners (Temporary/Contract Project)				08/15/2015-12/28/2015
· Short-term contract at Amgen (Longmont facility closure), vendor POs, A/P receipting, training reports, tracking & project tasks 
Catalog Acquisitions Specialist/Project Coordinator Veriant Solutions (Temporary Project)	05/2015-07/2015 
· Short-term temporary project at GHX Lafayette, uploaded supplier catalog, assigned supplier login credentials, supplier training
Project Coordinator ForeignExchange Translations (1099 Freelance Temporary Project)		03/2015-05/2015
· Part time temporary contract assisting Project Managers and other Project Coordinators with multiple localization project tasks
Document Control Associate ResourceMFG (Temporary Project)					12/2014-01/2015
· Short-term temporary project at Oncore Manufacturing, researched scanned documentation & built spreadsheet data reports
Car Stock Analyst Advantage Resourcing (Temporary Project) 					09/2014-11/2014
· Temporary project at Ricoh Boulder, Oracle R12 order assistance for technicians for printer parts orders, discrepancies, shipping
Customer Relationship Representative for Service Renewals Rogue Wave Software		05/2014-09/2014
· Sales and quoting renewals for software service and maintenance agreements using MS DCRM, tracking expirations
Order Management & CSR Drillspot 								 03/2014-05/2014
· e-Commerce order management, including information requests, cancellations, RMAs, refunds, tracking shipments
Technical Product Support Specialist Gunther Douglas (Temporary Project)			12/2013-12/2013
· Short-term 1-month assignment at Intrado Longmont for a software conversion, password resets, remote token ring access
Administrative Support & Accounting Clerk ResourceMFG (Two 1-month Temporary Projects)	09/2013 & 02/2014 
· Short-term temporary for Micro Motion and Oncore Manufacturing; two 1-month year-end admin support projects
Data Analyst Amarx Search, Inc.	 (Temporary Contract Project)					12/2012-03/2013
· Short-term contract at Brocade Broomfield, wrote report procedures to identify sales opportunities, ran spreadsheet reports

Services Renewals Sales Rep and Complex Quote Analyst				08/2007 - 05/2012
Oracle America and Sun Microsystems (acquired by Oracle in 2010)
· Sold HW & SW maintenance & service contract renewals to existing customer base
· Quoted complex HW & SW maintenance & service renewal contract agreements for direct customers and partners
· Verified quote & contract data by building spreadsheets to identify pricing & product code to remediate & resolve

Medical Transcriptionist									11/2004 - 05/2007 
IDEXX Laboratory Services
· Full-time transcriptionist for global veterinarian pathologists in laboratory facilities
· Transcribed cases with a focus on cytology, morphology and histopathology and progressed from Level 1 and II to Level III Transcriptionist status

Self-Employment and Supplemental Temporary Positions				        2002 - 2004
Self-Employment 
· Telemarketed mortgage loan applications from a home-based office for submission to brokers
Temporary Content Editor, Act 1 Personnel
· Performed HTML updates for a section of a client's catalog web store
Seasonal Call Center Rep, Concepts Direct
· Online catalog order entry and support
Administrative Assistant, Western Sky Homebuilders, LLC
· Assisted with project coordination, permits, vendor tracking, bid system, administrative tasks and customer service issues
Email Support Representative (Part-time) NetIdentity/Mailbank Inc.
· Provided remote evening and weekend Level 1 support to email account users from a home-based office

Long-term Technical Positions   								        1997 - 2002	
Help Desk Agent & Technical Writer Highland Management, IBM Boulder Client Site
· Amtrak Help Desk Performed troubleshooting and problem resolution for software, hardware, and network issues as well as remote online support of credit card system ticketing machines
· Technical Writer Wrote, proofread, and/or edited an IBM Global Services State of California server migration project deliverable, an SDC West hardware planner's guide following EOP guidelines, and ongoing updates to the Boulder Site Disaster Recovery Plan and other accounts for disaster recovery for critical services and systems
Customer Support Representative Robert Half, Northrop Grumman Longmont Client Site
· Worked on the State of Texas account; provided problem determination and resolution for proprietary CAPS and IRA applications utilized by social workers at the State of Texas Department of Protective and Regulatory Services Agency
CLAIM Customer Representative, CTG, IBM Boulder Client Site
· Provided Level 1 and Level 2 support of end-users for an IBM proprietary CLAIM application through problem resolution and report generation, service desk ticket submission to developers for code issues, and server monitoring
Administrative Procurement Coordinator, Tascor IBM Boulder Client Site
· Coordinated information between requesters, buyers, and suppliers, helped troubleshoot purchase order issues and performed data entry, printing and scanning of alterations, distributed buyer reports, and managed a "must-answer" line
 
Senior Secretary 							   			     1994 - 1996 
Metro Wastewater Reclamation District
· Proofread, edited, and rewrote sections of procedural and training manuals for Operations and Training Departments
· Attended meetings to write minutes for the Safety, Training, Emergency Response, and Confined Space Entry Teams
· Generated, proofread, edited lab reports, graphs, statistical tables, organizational charts, business correspondence

Education

· Fairview High School Graduate, Boulder, Colorado
· Online software courses, on-the-job training and self-mastered skills
· Medical Transcription, Aims Community College 
· Medical Terminology, Front Range Community College 
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Boulder, Colorado 80308-0313
February 6, 2017

To Whom It May Concern:

1am happy to write this letter of recommendation for Christine Baker. I would like to express
my appreciation for her work and contribution to a very critical project on the University of
Colorado, Boulder campus. Her involvement in our project activities brought tremendous value
and results. During this time, she engaged with a portion of the 200 department contacts to
gather and document detail specific information about the phone services in their departments.
This data was then documented and used by an outside contractor to replace 8000 phones on
our campus.

Christine was engaged and interested in our project from the onset. She learned the nature and
intent of our project goals, asked appropriate questions to fulfill her duties and represented our
project in a professional manner. Christine demonstrated consistent accuracy and attention to
detail throughout her work and she did what was necessary for the benefit of the project, even
when extra hours were required. She was engaging, consistently cheerful and dependable.

Christine will be a great asset to any employer and I have every confidence in her ability to
fulfill any endeavor she chooses to pursue.

Regards,

e Kenney
Associate Director




