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SUMMARY

Clerical / Administrative support professional with diverse experience in production control, data entry, and inventory control.

WORK EXPERIENCE

Entegris Inc.  Chaska, Minnesota                                                               1995-2009

Production Control Coordinator    2001 - 2009

Provided clerical support to manufacturing departments using SAP software and performed data entry.

· 
Reviewed and updated job packets based on shop order information.
· 
Monitored WIP (work in process) inventory.
· 
Collected completed manufacturing shop orders, verified them, adjusted time and money as necessary, and closed shop orders..
Assembler      1995-2000

Assembled plastic fluid handling valves per work instructions.  Tested valves for pass/fail using special test fixtures and instructions.  Initially hired as a temporary employee and then offered a position as a regular employee.

· 
Packaged valves accurately according to instructions.
· 
Advanced from simple valves to the most complex, block valve assembly.
· 
Proposed eight accepted and implemented process improvement suggestions such as improving work area setup, recommendations for improved assembly tools.and processes.
· 
Recognized as Employee of the Month for perfect attendance.
Computing Devices International (formerly Control Data Corporation) 1977 – 1994

Bloomington, Minnesota

Microfilm Technician      1992-1994

Filmed, processed, and mounted 35 mm microfilm onto aperture cards for military and commercial customers.

· 
Trained in hazardous waste handling.
· 
Received award from U.S. Operation Vice President for identifying a chemical that is a carcinogenic.
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Senior Process Controller      1977-1992

Performed all aspects of running an engineering documentation print room.  Inventoried and tracked engineering documents on a database. Maintained supply inventories.

· 
Retrieved military specification and standards from an automated CD ROM system.
· 
Coordinated service calls for a variety of drafting and document room equipment.
· 
Placed purchase requisitions for department supplies on computerizes purchasing software.
· 
Selected member of Emergency Response Team.
· 
Received two Managers Team Awards for contributions for updating the  Command (CBM) data file and helped relocate print library.
TRAINING

SAP Manufacturing Software                                 Quality Awareness               

Business Ethics                                                        Manufacturing Measurements

Label Matrix                                                            E-Matrix Software

Blueprint reading                                                     Statistical Process Control

MANMAN Manufacturing Software                       ISO 9000 Training

Hazardous Chemical Awareness                              Microsoft Window, Word, and Excel






