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experience summary

Good working knowledge and proficiency in a Windows environment including different software programs such as: Excel, Word, Internet Explorer, Outlook etc. Able to effectively prioritize multiple tasks with good time management skills. Meticulous maintenance of paperwork, with good attention to detail. I work well on my own initiative or as part of a team. Able to work under pressure in a fast paced environment. Excellent communication / public relation skills. Good working knowledge of Regulatory Requirements. Ability to handle repetitive motions work such as keyboarding, sorting and filing. Excellent clerical skills.  I am a quick learner and always willing to jump into any assigned project.
education

Skyview High School, Diploma, General, 1990
Front Range Community College, General, 1995-1997
International Sports Science Association, Personal Trainer Certification, Present

experience

Lead Word Processor/Support Staff Manager, July 2000-September 2009
Tetra Tech EC, Inc., Denver, Colorado
Responsible for Formatting of Plans, Specifications, Statement of Work, Design Packages and Procedures. Majority of position involves Microsoft Word, Microsoft Excel, Powerpoint, Adobe Acrobat, and design of flow charts and organizational charts on Freehand 8.0. Maintained an extensive database of word processing documents. Organizes and controls a document tracking log. Supported all of engineering including, the Engineering Manager.

· Oversees and trains employees regarding:

· Orientation and implementation of corporate procedures.

· Skill testing to ensure proper training of software programs.

· Proper procedure regarding corporate file index.

· Formatting procedures of documents letters plans and specifications.

· Maintained rapport with clientele in regards to formatting procedures and documentation of word processing documents. Responsible for interviewing and training of prospective hires.

· Updated and maintained the Document Processing Requirements Guide.
In addition, I was the file manager for the Services Cost Engineer. I finalize letters for all proposals for task order based projects and modifications. I prepare closeout packages, Limitation of Funds letters, generate numerous reports, prepare requisitions, and update numerous databases.
Administrative Assistant, 09/99 - 06/00
Morrison & Hecker, Kansas City, MO
Performed Administrative Assistant duties for Manager of Records Department Responsibilities included: Data Entry, generate a monthly report using Word 97.Update, create and maintain logs and reports using Excel 97. Maintain and order all supply items. Manage all inventories in workrooms and vacant offices. Participate in projects as needed. Updates, modify, and create pleadings indexes using Word 97. Perform and troubleshoot file searches physically and using a personal computer. Update, close and modify records using Elite Records Management for Law Offices.

Q.A. Release Coordinator, 12/92 - 08/99
Cobe Laboratories Inc., Arvada, Colorado
Responsibilities included: Releases product with Device History Record (DHR) review and maintains regulatory criteria specifications. Moves product electronically to isolate it for Quality Control (QC) Holds and insures correct closure. Maintains DHR files and archives DHR’s. Using a personal computer, types a variety of narrative and/ or numerical material, much of which is generally difficult and/ or complex. Performs file searches, maintains in house Record Retention. Supports management of data and numbers including computer input and distribution of reports. Develops and maintains departmental procedures. Participates in and coordinates projects. Maintains release and accountability of Controlled Distribution Product. Maintains all Quality Records and updates the Quality Assurance Manual. Maintains controlled product distribution in clinical and marketing trials in accordance with controlled distribution procedures. Supports regulatory inspections by retrieving/ reviewing all documentation requested.
Machine Operator/Engineering Assistant
Responsibilities Included: Running injection-molding machines. Measuring parts using: calipers, pin gages, go nogo gauges, optical comparators, rulers, digimatic depth indicators gauge blocks etc. with a high degree of accuracy to make sure they are within specification of the blueprint. Write and implement Engineering Change Orders, assists in plant tests and mold validations. Revised Devise History Records using Word, generated labels, and updated inventory control using an Excel spreadsheet. Perform administrative duties for the engineering staff.
QPI Engineering Inspection Team
Duties included: Reviewing blueprints and help with any necessary changes.
professional accomplishments

Tetra Tech EC, Inc., Denver, Colorado
Quality Recognition Award - RVO Partial Deletion Document

During the completion of the RVO’s Perimeter Deletion document, I tracked references, inserts, etc., and dedicated myself to the completion of this document, guaranteeing client satisfaction. I also made sure that the files were updated appropriately by staying in close contact with the project personnel throughout the process.
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