Valerie Marquez
505.306.1119 • vmarquez62@yahoo.com
Experience

FMH Solutions, Albuquerque, NM
July 2012 – November 2012
Receptionist/Administrative Assistant
· Answer phones for busy equipment firm

· Receive all incoming checks, record and forward to corporate office

· Update and edit sales proposals for Sales Staff

· Update sales reports for Vice-President

· Handle travel arrangements for Vice-President
· Full mail distribution for all departments

· Extensive filing of client files, sales reporting and office personnel
· Greet all clients and visitors
CaridianBCT Biotechnologies, Lakewood, CO
November 2004 – June 2012
Assembler
· Met all operating procedures and quality systems required to assemble, bond, or weld subassemblies or assemblies together
· Knowledge of ergonomic principles and how to apply them

· Performed area clearance and verification of Material Equipment and Documentation (MED’s) and executed successive checks on product

· Accountable for product and process quality levels and required documentation

· Responsible for compliance with GMP’s, ISO, OSHA, etc, on the manufacturing floor

· Responsible for stopping production if a quality issue arises and participated in the resolution process

· Participated in all required quality, process, team, and safety training

· Worked in a clean room environment, adhered to associated policies, and performed gowning of clean room attire in the allotted time prior to start up

· Ability to interact with computer applications necessary to perform assembly functions

· Applied proper use and techniques for pressure gauges, calipers, flow meters, micrometers, and indicator dials

· Basic knowledge and application of procedures for handling hazardous waste

Shaw Contruction, Denver, CO
October 2002 – February 2004 

Receptionist/Administrative Assistant
· Greeted visitors and answered phone lines
· Responsible for all deliveries
· Ordered office supplies for entire office
· Opened and closed office daily
· Responsible for daily bank deposits
DST Output, Denver, CO   
May 1996 – September 2002

Lead Supervisor

· Trained associates in all operational functions
· Responsibility to meet all established quality standards, turnaround requirements and equipment efficiency standards
· Daily responsibility for operations personnel including recommendations for disciplinary and recognition programs
· Assisted management to develop and implement departmental procedures
· Inventory of production supplies
· Provided timely and accurate reports to COM Manager
· Coordinated workflow between operational functions and associates
