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SUMMARY

A professional and reliable individual with significant and diversified experience in customer service, inventory control and manufacturing.  Resourceful team player able to productively communicate with all levels of an organization.

PROFESSIONAL EXPERIENCE

INTERNATIONAL GOVERNOR SERVICES, LLC
Broomfield, CO


(2004-2013)

Clerical and administrative position in an FAA certified repair station. Support of domestic and international customers by phone, email and website.
Customer Service Associate






(2010-2013)
Support of aircraft accessory overhaul and repair shop customers. Inquiries for repair status, pricing questions and availability of exchange and outright components for sale processed by phone call and monitoring central sales department email. Coordinate customer requirements with shop personnel.

* Key account representative for 7 major customers
* Created domestic and international shipping documents while ensuring compliance with Federal export regulations.
* Produce invoices for service and sales with correct terms and pricing, process credit inquiries and charge credit cards.
* Preliminary trouble shooting to determine further action.

HR and Benefits Coordinator






(2008-2010)
Responsible for assisting with employee recruitment, administration of benefits and payroll and developing ongoing training initiatives while supporting customer service.

*Submit employee hours for payroll processing

*Orientation of new employees, educate and assist with annual benefits enrollment and submit monthly reports to corporate HR.

*Prepare and present Health, Safety and Environment briefings for all hands

Repair Station Clerk 







(2004-2008)
Clerical duties in an FAA repair station for overhaul and repair of aircraft engine controls. Generate documentation for shop work orders, prepare invoices and shipping labels and documents. 



*Responsible for retrieval and disposition of cores for exchange pool.

*Received and directed high volumes of phone calls and correspondence with domestic and international 
  
 customers.


*Documentation for FAA regulations and quality surveys.
DATEX-OHMEDA, INC. (formerly Ohmeda) 
Louisville, CO


(1987-2003)

Customer Service Support Specialist (1999-2003)

Factory service center for medical devices.  Processing of service invoices ensuring correct pricing and inventory transactions.  Coordinating credit and billing issues with other company sites.  Directing phone requests, questions and issues to appropriate areas.  Disposition of customer return inventory.  Filling sales orders for demo equipment, exchange parts and service inventory for field engineers.  Working with external customers as well as internal customers, field service representatives, sales force and finance department.


*Managed $6M of demo pool inventory.


*Fulfilled sales orders worth $2M annually.


*Conducted two physical inventories.
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Distribution Associate/Cycle Count Coordinator (1996-1999)
Warehouse for medical device manufacturing business.  Responsibilities included receipt of raw parts and materials from vendors, receipt and delivery of non-inventory shipments and receiving of finished products from manufacturing.   Packaging and shipping of sales orders accurately and on time.  Movement of raw materials and finished goods while ensuring appropriate computer transactions are completed.


*Managed cycle count program, investigating and reconciling discrepancies while reporting to finance 
department and maintaining inventory records.


*Served in Safety/Admin. Position which reviewed and recorded employee attendance and 
communicated safety programs within the department.


*As a member of Apollo team, assisted successful implementation of new MRP system including training 
and technical support.

Manufacturing Associate/Materials Associate (1991-1995)

Manufacturing and test of medical device accessories on a high-volume automated assembly line in a team-based environment.  Additional qualifications included shipping, receiving and inventory control.

Responsible for training other associates on automated equipment and processes while assisting them in reaching individual and team goals.


*Assisted R&D and engineering with development, start-up and pilot runs of new products by                
experimenting with new equipment and materials.


*As the first associate at new manufacturing site, was responsible for training temps and new hires, 
production scheduling and acting supervisor over 10 people.


*Recognized for contributions to task force for merger between two manufacturing sites and committee for 
team-based compensation.

Education and Training
EBay – The Basics of Selling
(FRCC)

Mastering the Essentials of Human Resources

Business Writing

Management and Leadership for First-Time Supervisors and Managers

(Rockhurst University)
The Basics of Taking Physical Inventories and Cycle Counts

How to Motivate, Manage and Lead A Team

(Padgett Thompson)

The Essentials of Excellent Customer Service

(Skillpath Seminars)

High school graduate, St. Mary’s High School, Colorado Springs, CO

Computer and Office Skills




-Windows XP, 2007
-QuickBooks
-Typing 40 wpm




-Microsoft Word

-Quantum
-10-key




-Microsoft Excel

-Impresa



-Microsoft Outlook

