
Jacqueline Linnebur
510 N. 28th Avenue Court  Greeley, CO 80631  hewillgob4me@hotmail.com  (719) 696-1545
MasTec Industrial
Louisville, CO

Expeditor II
9/2022 to 11/2023
· Expediting assigned purchase orders to ensure all requirements specified in the purchase order are accomplished including document delivery, efficient coordination, inspections and on time delivery.

· Expediting new, missing or returned documents/drawings from vendors, contractors and Engineering.

· Participating in project meetings to provide updates and status of document submittals.
· Identifying and escalating ongoing supplier/contractor documentation issues to Project Team.

· Emphasizing a proactive, systematic and standardized approach to detect and avert delays to the contractual delivery dates stated within the contract.

· Providing detailed updates to all stakeholders on the status of supplier/contractor document submittals.
· Providing effective document expediting support and co-ordination for Project Team.

· Ensuring accuracy of own work.

· Serving as focal point for the communication, maintenance and update of supplier delivery commitments noted in the contract/purchase order as negotiated by the Buyer.

· Providing timely information and support to suppliers, contractors and Project Team.
· Reviewing inspection reports for potential problems and further actions.
· Identifying disruptions in the supplier/contractor submission and delivery schedules.

· Verifying the supplier/contractor reported progress and ability to meet its delivery obligations.

· Through regular communication with assigned suppliers, ensure the latest delivery information is kept up to date and relayed to the Project Team and updated in project schedule.
· Fulfilling additional responsibilities and misc. expediting and buyer functions as required to support the Project Team.

Amentum
Pueblo, CO

Material Expediter
10/2019 to 8/2022
· Determine, by inquiry of inventory, if material requested is in stock or needs to be ordered.
· Interface with the buyer to answer any questions they may have for the requester regarding specs, certifications needed, calibration, acceptable ship dates, etc.
· Process Material Request Form in Maximo.
· Evaluate if the materials requested fall within the Interference Control Procedure and if MRFs indicate that materials requested meet the requirements for interference testing.
· Work with requestor, buyer and engineer to answer questions presented by suppliers.

· Work closely with requestor, engineering, project controls, scheduling and the laboratory.
· Populate line items in Purchase Requisitions (PRs) module of Maximo and enter all information as required. Add notes to buyer and additional information as necessary.
· Request stock codes to be created by completing the Parts Inquiry form for parts that have not been ordered previously.

· Track purchase requests, through final receipt of material.  Notify requester that material has arrived and if material is on a work order that changes the status of the work order, route the work order to schedule the work to be performed.
· Ensure received materials are reserved in Maximo for the requester.

· Create a Direct Transfer Request (DTR) for the requester to request material from the warehouse if the material is not on a work order.

· If the Purchase Requisition is material for a work order add materials to the Work Order in Maximo and attached copy of MRF and PR to the work order.
Akima Support Operations
Ft. Carson, CO

General Clerk III
6/2019 to 10/2019
· Responsible for office operations.  Provide customer service.  Assist employees with minor administrative problems.  Responsible for assisting the supervisor in scheduling required training and maintaining training records.  Ensure all office supplies are requested and tracked.

· Assist Supply Technicians with cataloging through AESIP and processing requisitions of all supply class through GCSS-A.

· Review government purchase card (GPC) requests and reconcile purchases/invoices in accordance with regulatory guidance.

· Maintain records, including electronic databases or spreadsheets related to GPC orders.

· Keep supervisor advised of work progress, new issues, concerns and other areas of significance.

· Assist Supply Technicians with customers out processing.

· Provide customer service if a Supply Technician is out or not available.

· Perform other duties as assigned.

Bechtel National, Inc.
Pueblo, CO

Document Control Clerk
9/2018 to 6/2019
· Perform administrative duties for a supervisor and/or other department/project personnel.

· Perform data entry in various applications such as Maximo for plant maintenance records, work orders and other data entry.

· Compose routine correspondence, perform data entry into project databases, gather data for special studies or investigations, and coordinate activities.

· Interface with internal and external customers on a routine basis; interface with other groups in the resolution of questions or problems that arise.

· Setup and maintain filing system.

· Assemble information, such as status reports, for supervisor or other department/project personnel.

· Order project or department supplies and maintain supply cabinet.

· Prepare routine or preformatted documents, using standard word processing, spreadsheet, or other office software to support work activities.

· Coordinate internal and external meeting arrangements, to include facilities, equipment, video and conference calling services and catering services.

· Prepare notices and agendas, information packets, and meeting minutes.

· Develop written desk guidelines. May instruct others in project/department applicable work processes in clerical, administrative and or document control activities.

· Process one or more document types through a variety of procedural steps in accordance with well-defined procedures and guidelines.
· Perform data entry using document management system to register documents, maintain databases, and produce logs, transmittals, and other reports.

· Enter data and produce reports using other standard office automation or project/department-specific computer applications.
· Establish and maintain a filing system and record copies of project or departmental documents.

· Resolve minor software/hardware related computer issues within group.
· May make recommendations for work process improvements, procedures, and practices.
State of Colorado – Department of Corrections
Canon City, CO

Administrative Assistant III
2/2017 to 9/2018



Provide administrative support duties for Fleet Services and Canteen Programs by typing correspondence, creating and maintaining files, providing telephone coverage, ordering and receiving office supplies and disseminate information as appropriate and performing other duties assigned by the supervisor.

Card holder for the P-Card program, providing purchases, maintaining accurate coding log for monthly purchase and reconciling to the monthly credit card statement.


Generate reports and documents to provide management with accurate information.

Respond and prioritize daily clerical needs in a timely manner.

Distribute information via mail, e-mail and fax to appropriate parties.

Establish, maintain, and update office record keeping systems, tickler files, forms, internal logs and reminder notices.

Analyze data to ensure appropriate actions are taken.

Utilize office equipment such as phone computer, printer, scanner and copier.

Serve as point of contact for the unit staff.  Use customer service skills to maintain working relationships with State Fleet, customers, staff and offenders.

Receive and screen inquiries and ensure response and/or follow-up are completed.

Solve problems, errors, and complaints.

Research information to resolve problems or concerns when solution is unclear.


Instruct customers on filling out forms/documents.

Schedule meetings and administrative appointments.

Take/transcribe/distribute meeting minutes as requested.

Assist with obtaining information/documents as requested.

Create, maintain and track data using appropriate software.

Enter monthly time sheets for staff assigned.

Design and revise electronic record keeping systems, and documents to include hand-outs, flyers, instructions, manuals, etc.


Detect and correct errors on all assigned work.  Edit and proof documents to ensure they are error-free before distribution.

Utilize Microsoft Word, Excel, DCIS, PCDCIS, CORE and other computer programs to enter, track, and retrieve data.

Ensure clear and concise communication with customers, co-workers, supervisors, and appointing authority.


Train unit staff on clerical and office operations to ensure effective, efficient, and elegant delivery of services.

Prepare and generate reports.  Drafts, prepares, edits, and publishes correspondence, documents, reports, etc., from written material or verbal instruction.

Prioritize tasks and manage data tracking by exhibiting excellent organizational skills.  Attention to detail is essential.
Bechtel National, Inc.
Pueblo, CO

Inventory Administrator
4/2015 to 2/2017

Assist in the disposition of surplus project materials as approved by project management and directed by Procurement supervision.


Receive property disposition forms to ensure property is being properly identified and coded for disposition.

Create flat file / schedule to upload in Plant Clearance Automated Reutilization Screening System (PCARSS).


Create DD1348’s for shipment to DRMO or whatever type of disposition is assigned by the Government Property Control Administrator.

Perform complete or partial inventories as required to validate inventory records. 

Assist Property Manager with overall responsibility of maintaining custody of all project assets.


Ensures that all issues of assets are properly controlled and documented in accordance with project procedures.

Review purchase order receiving documentation including commercial invoices, packing lists, and bills of lading for accuracy and completeness.  Contacts procurement and/or vendors to resolve any discrepancies.

Report / interface with project personnel and Government Property Control Administrator / Plant Clearance Officer at the initiation of a Lost, Theft, Damage, or Destroyed Report (LTDDR) to completion / relief of liability.

Interface with project personnel that have been assigned custodial responsibility for government property and to keep apprised of changes in property status.


Approve Field Material Requests in BPS (Bechtel Procurement System).


Perform property management tasks as assigned.
Bechtel National, Inc.
Pueblo, CO

Property Clerk
5/2011 to 4/2015

Maintain direct working relationships with site personnel to ensure that property and materials are being properly documented for issuance and movement on and off site.


Periodically performs physical inspection of arriving property/material.


Perform data entry and/or initial input and updates to location of property, to custodian of property, and user changes of property for Sunflower and Summary Record databases. 

Review Purchase Orders, Material Receiving Reports (MRR), and packing lists for completeness and accuracy for data entry into Sunflower database.


Perform property record update by using shipping document to relocate property from off site for calibration and back to on site location when calibration is complete.
 
Create Field Material Requests in BPS (Bechtel Procurement System) for shipment of government property transfers.


Participate in the accomplishment of the annual physical inventory of all government property on site.

Purchase emergency supplies/materials using the company credit card (Bcard) and reconciling transactions in Concur.

Assist with and perform compilation of data for GSA vehicle self-assessments.

Perform database updates for damage to government vehicles and government property transfers. This includes tracking Lost, Theft, Damaged or Destroyed Reporting Logs, off site removal of property logs & property transfer logs.

Review the content for service requests on government vehicles and routes them to the GSA representative’s attention. 

Coordinate routine and emergency vehicle maintenance with site vehicle operators.

Compose routine correspondence in response to GSA requests for preventative maintenance to be performed on government vehicles.


Maintain GSA vehicle maintenance records.

Prepare Property file folders.


Generate Custodial forms and Hand receipts for equipment issues.
Military Service

US Navy (USS Dixon AS-37)
San Diego, CA

Ship's Serviceman (E-4)
2/1989 to 2/1993

· Managed, operated and maintained all shipboard retail activities, to include vending and cash collection machines, and operated ship store.
· Received merchandise distributed from ship storeroom to ship store, arranged and stored merchandise on shelves.
· Managed, received, checked, stored, and inventoried merchandise and materials, and rotated merchandise stored in ship storerooms.  Tracked items entering and leaving storerooms and report damaged or spoiled goods. Used hand-held scanners to track inventories, and process orders, ship to shore receipts, and inventory adjustments.
· Received, processed, and returned shipboard laundry.  Operate and tended washing and dry cleaning machines to clean or dry clean shipboard linen and uniform articles.
· Managed and operated the ship's barber shops, cut and style hair.  Kept work areas clean and hair cutting implements sanitized.
Education

· Legal Secretary certificate from El Dorado Business College, San Diego, CA

· Knowledge BPS (Bechtel Procurement System)
· Knowledge of Maximo

· Knowledge of DCMA website for entering dispositioned property

· Knowledge of Microsoft Office, Word, Excel, Outlook
· Knowledge of field purchasing functions

