	Kathleen A Siegel

	

5458 Whitmore Way
                                                                                                                                  Lake in the Hills, Illinois 60156 

                            847-312-5592

kathleenasiegel@yahoo.com 


	Kathleen A Siegel

	

5458 Whitmore Way
                                                                                                                                  Lake in the Hills, Illinois 60156 


                            847-312-5592

kathleenasiegel@yahoo.com




	Objectives

	Obtain a full time position within an office setting requiring strong organizational and analytical skills while utilizing a customer service background.

	

	Experience

	Date of Employment :  8/27/2007

	Durex Industries

	Cary, Illinois

	Customer Service Representative (CSR)

	· Customer service representative responsible for maintaining new and established customer’s accounts in an ISO 9001 environment / managed largest product group for company to include thermocouple and sensor division, flexible heater division, cartridge division, and parts division.
· Assist sales staff with follow up and maintenance of potential customer base/set up new customer accounts and foreign customers.  
· Manage existing customer accounts/ handled export filings for foreign customers as needed and trained Customer Service Representatives in export filing.

· Assist all aspects of customer accounts to include accounting needs/collection of non-payment on multiple accounts assigned and not assigned to position: including accounts prior to joining company.  Estimated collections employment time: $100,000.00 

	Date of Employment :  8/2/2004

	JP Morgan Chase 

	Elgin, Illinois

	Senior Quality Analyst

	· Quality analyst for the Fraud Prevention and Verifications departments within the card services sector/Multiple area analyst.  Added Check Verification quality analyst prior to departure in 2007
· Audited representative work processes through review of policy, procedure and customer contact/Generated monthly departmental reports and quarterly managerial reviews highlighting evaluated reviews and offering analytical data supporting defined resolutions.  
· Trained departmental peers and upper management in company banking procedures.

	Date of Employment :  12/3/2001

	Grater Wisconsin 

Elgin, Illinois

	Quality Assurance Manger

	· Maintain required Government regulations for Food Industry operations/ Established complete quality programs in HACCP (Hazard Analysis Critical Control Point) development, food service Sanitation Program development, microbiological standards to meet and exceed governmental requirements (USDA and FDA).  Implemented specification and labeling manuals.  Oversaw company needs within USDA and FDA requirements.

	

	Professional Education

	Dates of Attendance :   12/6/1993  to 12/7/1993

	American Sanitation Institute  St Louis , Missouri

	Food Safety For Zero Defects

	· Successful completion of training course



	Dates of Attendance: 05/15/1994                                                                                                                      National Restaurant Association – The Educational Foundation  Chicago, Illinois                                                        Applied Foodservice Sanitation Course                                                                                                                                      

· Certificate of Completion #: 390027

Dates of Attendance: 09/09/1994                                                                                                                                    City of Chicago Department of Health – Board of Health Chicago, Illinois                                                    Foodservice Manager Comprehensive Examination

· Certificate #: HWC-46656

Dates of Attendance: 11/19/1996

American Safety Institute Hulmeville, Pennsylvania

Introduction to Hazard Analysis Critical Control Point Workshop

· Certificate #: 00561
Dates of Attendance: 04/18/1999                                                                                                                                   University of Illinois –  Urbana-Champaign, Illinois                                                                                              Hazard Analysis Critical Control Points Certification

· Recognized as International Meat and Poultry Certified HACCP Plan Program Participant

Dates of Attendance: 05/25/1999                                                                                                                                        National Restaurant Association – The Educational Foundation  Chicago, Illinois                                                           ServSafe Food Protection Manager Certification Examination
· Certificate #: 2003317

Dates of Attendance: 03/11/2000                                                                                                                            State of Illinois Department of Public Health –  Springfield, Illinois                                                                                             Food Service Sanitation
· Certificate #: 1262217

Dates of Attendance: 04/06/2001                                                                                                                        Smithers Quality Assessment Incorporation – Akron, Ohio                                                                                     ISO 9000:2000 Things Old, New, and Changed 

· Completed

Dates of Attendance: 12/04/2004                                                                                                                                   Harper Community College –  Palatine, Illinois                                                                                                          CPR Health Care Provider Basic Life Support
· Certificate of Completion LCP0084-004  .60 CEU
Dates of Attendance: 05/29/2004                                                                                                                            State of Illinois Department of Public Health –  Springfield, Illinois                                                                                             Food Service Sanitation

· Certificate #: 1592620
 

	Academic Education

	Dates of Attendance :  05/1988 to 05/1989

	Pikes Peak Community College  Colorado Springs, Colorado

	3.66/4.0

	· Business Administration
Dates of Attendance: 12/1985 to 05/1987

	City Colleges of Chicago SOCAD Network Karlsruhe Germany
3.66/4.0

· Business Administration

Dates of Attendance: 08/1981 to 01/1982

St. Xavier College – Chicago, Illinois

2.75/4.0

· Accounting Major/Business Law Minor

	

	

	References

References are available on requests
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