Joann Furst

3416 Branding Iron Way  Berthoud, CO 80513  (970) 532-7309  djfurst@msn.com

Objective
Acquire a position that utilizes the use of my leadership and multitasking skills to complete daily task requirements and to expand my skills and knowledge. 
Profile

Self-driven, experienced documentation analyst, studiously skilled to take control where multi-tasking requirements are present and communication is essential. 16 years documentation experience in generation and completion of change orders, product configuration analysis, multi-departmental interfacing, computer skills, data entry, and filing.

Employment Experience/History
Kelly Engineering Resources, Boulder, CO



June 2009-June 2012
Project Coordinator (Contract with Covidien)
· Rebrand Packaging Labels of newly acquired company’s: Standardize and ECO release packaging labels using the Agile workflow to closed.
· Interface with key departments and International company sights.

· Create, maintain and train in the processes and instructions for the various tasks performed in the Rebrand process.

· Key contact for updates and changes required after Labels are rebranded.

Freewave Technologies, Inc., Boulder, CO  



Sept. 2003-Oct. 2005
Documentation Specialist
· Generate ECN’s, Deviations and Stop Ship notices using home grown database.

· Perform documentation and data entry updates: to Part Numbers, AML/AVL, BOMs, manufacturing build and test procedures, with use of digital camera.
· Store all controlled documents, S/W files, and drawings electronically.

· Interface with various departments for completion of changes.

Network Photonics, Inc., Boulder, CO  




Feb. 2001-Oct. 2002
Documentation Specialist 

· Generate changes utilizing the CM process using Agile iCM.  

· Interface with various departments to effectively complete each change request.

· Perform data entry and documentation updates to build and test specifications, new Part Number creation, BOM and AML maintenance.  Store all hard and soft copies. 
· Perform Agile administrative functions configuring Agile to efficiently streamline the documentation process flow. Setup user rights and individual training.
· Setup Documentation guidelines for Release of ECOs, MCOs and closure of deviations during the life of the product.
Exabyte Corporation, Boulder, CO  




Jun. 1995-Apr. 2001 
Staff Engineering Documentation Coordinator 

· Coordinate product Releases through lifecycle stages of development; following the Workflow process using Agile, Oracle and Sherpa.
· Follow documentation process guidelines to coordinate, generate, analyze and implement ECO & deviation changes of submitted requests from internal customers.

· General five-day turn around to release ECOs, 4 hours for urgent changes.  

· Interface with internal customers in resolution of ECO/Deviation issues.

· Analyze change requests, researched a product’s related BOM structure or a components AML requirement, attached related electronic documentation.

· Chaired CCB meetings for approval on specified ECO content.

· Attend Engineering and staff meetings to discuss issues pertaining to processing, procurement, build, sale and servicing of proposed product changes.
· Instruct individual user’s to navigate in the most current MRP/ERP system. 

· Under contract part time while working fulltime at Network Photonics last 2 months.
Breece Hill Technology Inc., Boulder, CO  



Sept. 1994-Jun. 1995
Document Control Clerk 
· Process ECO’s: Generate, analyze, implement, distribute approved changes.

· Interface with engineering, manufacturing and purchasing.
· Maintain BOM and AML structures using Excel spreadsheets and files.  

Hi-Tech Manufacturing, Longmont, CO  



Jan. 1994-Sept. 1994
Purchasing Clerk 

· Perform administration duties that include typing letters and agreements in Word.

· Create and maintain worksheets and forms in Excel.  

· Generate, distribute, fax and file internal and customer purchase orders.  

Array Technology Corporation, Boulder, CO  



Jan. 1992-Oct. 1993 
ECO Coordinator 

· Analyze, investigate, and acquire approval signatures for engineering changes.  

· Process data entry of approved ECOs and deviations into Fourth Shift.

· Maintain ongoing ECO logs, distribution and filing.

Volunteer Work
· Sept. 2007 – April 2008, Longmont Public Library: shelve, apply RFID tags, and Jacket books.

· July 2004 – Oct. 2004, The Rocky Mountain Raptor Program in Fort Collins: clean cages and feed the injured/recovering raptors until released into the wild.

· 1978-79, The Longmont Jr. High School Library, IMC Aide: check books in and out, shelve, apply tape to bindings, and other miscellaneous projects.

Special Computer Skills
ERP/MRP Systems





Misc. Software


 

- Agile, Agile iCM, and Agile Administrator


- Microsoft Excel      
- Lotus 123       

- Oracle






- Microsoft Word       
- Share Point
- Forth Shift






- Sherpa            
 
Education/Training:

- Agile CM, Agile Originator and Analyst
- Niwot High School, 1982 – General Studies Diploma
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