Julia E. Knight

641 W. Mineral Ave #1416
Littleton, CO 80120
727-480-8974

JKnight303@yahoo.com
SUMMARY:
A seasoned professional with a strong background in documentation is seeking a challenging position at a thriving company. I am highly skilled at coordinating the stages of document development and deployment, complimented with accuracy, effective time management and confidentiality in secure matters.

 SKILLS AND EDUCATION:

· Software Experience:  Microsoft Office, MRP/ERP Software,  CS2 Suite, FrameMaker, Acrobat, Bartender,      Corel Draw, PageMaker, Labelview, NiceLabel, Metaphase, and Citrix.
· Associate of Applied Science Degree in Accounting:  Arapahoe Community College, Littleton, Colorado.

PROFESSIONAL EXPERIENCE:
Pall Corporation one month contract assignment 8/2011 – 9/2011.

Job Title:  Supplier Relations Specialist

· Responsible for obtaining and updating vendor portion of SAP program scheduled to go live 11/1/2011.

TMS Management Group, Inc. 2009 - 2011.

Job Title:  Bookkeeper

· Bookkeeping duties to include accounts payable, accounts receivable, month end processing and bank reconciliations.
Baxter Healthcare Incorporated, Pinellas Park, Florida, 2008 – 2009.

Job Title:  Document Specialist
· Provided editing and proofreading services to ensure user manuals and other labeling for medical dialysis equipment conform to company standards. 

· Edited and inspected documents for accuracy, readability, consistency, format, style, part numbers, revisions, cross-references, and overall quality. 

· Proofread foreign language translations of English documents and verify accuracy of part numbers, revision dates, text and graphics content, and overall formatting. 

· Update labeling text and format in FrameMaker or MS Word. Create or modify illustrations and CD labels in CorelDRAW or Illustrator. 

· Design and maintain master formatting templates in FrameMaker. Output completed document files to Acrobat PDF and generate CDs for release to in-house or external printing services. 

· Fill out and obtain signatures on appropriate approval forms. 

· Transfer user manuals or labeling copy from R&D to manufacturing production. 

· Prepare change packages that include electronic deliverables and signed forms. 

· Organize and maintain projects under development on network server using established file naming conventions. 

· Provide status of assignments to project managers. 

· Attend documentation design reviews.

· Participate in process improvement and implementation meetings. 
· Follow all established company procedures and quality initiatives.
· Archive DHF for soft copy access and permanent record retention.
Oscor Incorporated, Palm Harbor, Florida, 2002-2007.

Job Title:  Documentation Control Specialist.

Managed all functions of document control in a medical manufacturing environment requiring strong communication and excellent organizational skills.
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Documentation Experience:

· Management of document number list and assignment of new and revised numbers..

· Processing of all DCR and ECR requests.

· Bill of Materials population and cost allocation.

· SOP population and formatting for Quality Assurance and Manufacturing.

· Inspection sheets for Receiving Inspection and Quality Assurance.

· Multi-language labels with barcode formatting and CE compliance.

· Multi-language instruction for use and physician’s manuals. 

· Creation and maintenance of Marketing and catalog documents.

· All aspects of drawings and Engineering documentation. 

· Managed electronic sign off processes and routing in ERP/MRP system. 

· Distribution of new and revised documentation.

· Processing of temporary authority documents.

· Population of the ERP/MRP system to reflect current revisions.

· Formatting of translated documents and design transfer of master files.
Accounting Experience:
· Managed all aspects of accounts receivable including cash receipts posting, depositing, national and international collections, bad debt write offs, credit card transactions, month end processing, billing statements.
· Audits, journal entries for depreciation, inventory, payroll, G/L account reclassification. 
· Supervised controller position and documentation control for new employee training on ERP system and internal structure.  
· Controlled tracking for product recall, overhead variances, purchase price variances, and bill of material costing. 
Spitzmiller, Kilgore, Hobbs and Ford, Palm Harbor, Florida, 2000-2002.
Job Title:  Accounting Representative.

· Accounts payable management to ensure timely invoice processing and payments.
· Managed accounts receivable, accounts payable, payroll, G/L, bank reconciliations.
· Office supply purchasing and building maintenance for a multi company organization.

· Provided administrative support and database management for upgrade.
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