CHRISTINA LOPEZ
       1202 Avenida del Sol #112
									             	     Durango, CO 81301
      CELL 307-221-5173
PROFILE
I have combination of experience and education in positions, which require thoroughness and attention to detail. I am also assertive with good communication skills and anxious to learn.
EXPERIENCE
Uni-Staff / Hanger Clinic								    10-13 to Present
· Office Administrator
[bookmark: _GoBack]Schedule appointments, check patients in, enter patient information into the computer system, call and get insurance information, do prior authorization from insurance, code and bill patient files, answer phones, fax and request prescriptions. And other duties as assigned.	
Align, Cheyenne, WY									   	 4-13 to 8-13
· Operations System Administrator
Received data files from student loan payments and guarantors, and imported them into the computer system and assured that there were no bad files so that I could send payments to the bank without any viruses. 	
Ensured that the data and the records counts were accurate.
Did daily system checks to make sure there were no issues with the server and that all computers, printers and phones were up and running.
Did daily BUMPS and backups daily at the end of the day.
Great Lakes Airlines, Cheyenne, WY					                              	2-00 to 2-13
· Maintenance Records Manager
		Supervise staff of no less than five Records Clerks.
Assured that the tracking of aircraft parts and inspections were complied with at the time that they were due and ensured that they were not over flown.
Maintain aircraft maintenance records files for 38 aircraft to specifications of FAA and Great Lakes Aviation written manuals.
Monitor and audit daily work packages to ensure proper compliance and data entry so that required transactions and inspection times will be updated in the computer file system.
Assist Quality Control and Quality Assurance departments in their functions as they directly affect Maintenance Records.
Process and distribute monthly utilization reports, parts usage reports, personnel utilization reports, as well as monitor department staffing, scheduling, and work loads to minimize overtime or payroll discrepancies.
Research and provide the FAA with information as they request.
Assist other departments when needed.
Cardio Pak, Billings, MT							              	 6-99 to 2-00
· Product Development Specialist
Develop, Bid and Quote surgical packs per requests of Doctors or Hospitals.
Transfer bids to a build sheet for the clean room to pull products for specific packs.
Verify all packs have proper sterilization lot numbers before shipping.
Inform shipping department what packs need shipped daily and produce invoices.
Corporate Air, Billings, MT 							                  	3-99 to 6-99
· Maintenance Records Processor
Process aircraft maintenance records for FAR 135 and FAR 121 aircraft daily.
Review Work Action Records for proper completion before filing in aircraft files.
Monitor aircraft status per AIMS computer system reports.
Mesa Airlines, Farmington, NM						                		10-92 to 2-99
· Maintenance Records Auditor
		Responsible for maintenance records for fleet of more than 100 aircraft.
		Supervise Records Clerks and other Auditors.
Ensure aircraft and component timetables complied with per FAA regulations, Mesa Airlines Maintenance Program Manuals, and Manufacturer specifications.
Perform detailed audit of aircraft maintenance forms on a daily basis as well as comparing required parts tables with actual components installed on aircraft and update times on a regular basis.
Initiate aircraft log book entries for component changes, A.D.'s, S.B.'s, and other entries as required by regulations.
Involved in Mesa Airlines initial FAR 121 certification and proving runs, including manual writing, revisions, records reviews and setup of records department.
SKILLS
· Proficient with computers
· Typing and 10-key by touch
· Knowledge is considered to be advanced to Intermediate on Word, Excel, Access and Outlook
· I can multi-task and still keep a high level of professionalism 
· I have a strong background in attention to detail and able to meet deadlines
