Susan Vue 
10462 Tucson St.
Commerce City, CO 80022
Cell: (303)589-3534
Email: Safarasun1@hotmail.com

Professional Summary
	Production coordinator with over 3 years of experience in high demand corporate environment and project development processes. Outgoing and detail oriented, I am efficient and reliable office administration and providing excellent customer service. Involve in product flow processes and manage product quality control. 

Education
Cornerstone Christian Correspondence School – Townsend, GA
High School Diploma: May/2005

Work History
Hercules Industries
Position: Production Assistant - August 2016 to Present
· Knowledge of Harris Data ERP to generate weekly inventory reports and transferring materials to production floor. 
· Generate inventory reports on a weekly basis for managers 
· Process payroll duties (manage employee request with PTO, withholding, and deductions) 
· Coordinate work orders for production floor employees
· Maintain inventory of materials, supplies, and parts such HVAC equipment, heating and cooling supplies.
· Advance knowledge in Microsoft Excel, access, and outlook
· Works daily with office equipment such as fax, scanner, and computer software
· Assist with production floor leadership for an effective work environment (training new employees, training new job/projects)
· Creating/closing/deleting of a purchase order when needed
· Maintain orders for industrial crane, railcars, and heavy equipment
· Track release of incoming and outgoing railcars for flooring production
· Manage raw material calculation to track daily consumption
· Finalize and close end of day work orders 
· Implement work instructions and set-up for production workers
· Order office and shop supplies as needed

[bookmark: _GoBack]Terumo BCT 
Position: Manufacturing Documentation Specialist– April 2015 to August 2016
· Manage weekly and daily master schedule updates for the manufacturing department
· Create and close production work orders in MES
· Maintain inventory for materials and parts
· Use and familiar with SAP transaction and processing scrap into SAP
· Manage work order scheduled 
· Update inventory for high bay
· Daily use of manufacturing execution system (MES) to track finished goods and batches of work orders and check end of the month hyperlinked work orders.
· Open/close Finished Goods and Batch work orders in MES
· Advance knowledge in Microsoft Excel, access, and outlook
· Works daily with office equipment such as fax, scanner, and computer software
· Redline standard operating procedures and manufacturing operating procedures as needed
· Overlap with incoming and outgoing shifts
· Review work orders

Terumo BCT
Position: Molding Automation Specialist-October 2014 to April 2015
· Create and closing of production work orders in MES
· Create batch/ Generating non- conformances if needed
· Maintain inventory for materials and parts
· Use and familiar with SAP transaction for running programs
· Test Cassettes in sampling unit testing lab when necessary
· Redline manufacturing operating procedures and standard operating procedures as needed
· Troubleshoot molding operations and associate conflicts
· Assist supervisor with daily work decisions
· Interact with technicians and engineers in workflow process
· Update manufacturing operating procedures
· Understand and Interact with OWL for training and coordination to other associates
· Train operators to Revision bumps, Engineering change orders, permit engineering change orders
· Train new associates with molding operations, procedures and tasks

Terumo BCT
Position: Machine Operator-November 2012 to October 2014
· Trouble shoots processes/machines, initiates appropriate communications, and assists with resolutions to support manufacturing functions
· Take ownership over all aspects of automated processes and procedures including safety, quality, and efficiencies
· Use of ergonomic principles work floor
· Operate automated equipment along with associated work cells
· Learn and apply computer skills, including human machine interface and process skills within the windows environment
· Conduct thorough practices with inspecting, packaging, and labeling of products
· Assist engineers in prototyping, specialty builds, testing, validations, and implementing new material, design and process improvements and record data as necessary
· Assist with changeover on machine and assists in other interactions with direction from technicians

Terumo BCT
Position: Assembler-August 2006 to November 2012
· Perform process control testing, record all required procs information without error
· Certified to automated manufacturing operating procedures, equipment operating procedures, welder setup logs and supply assembly equipment in other areas
· Understand and follow manufacturing procedures and drawings
· Floater, wipe down totes, send out completed batch parts out to warehouse and help with the process control room
· Rework and/or testing on product disposition forms and assist in process failure inspections
· Bonding small parts
· Certified to continuous sampling plan

Rocky Mountain Instrument
Position: Quality Control Technician-May 2003 to August 2006
· Finalize paperwork and make labels
· Shipping and receiving materials and supplies
· Perform tests/inspections using standard tools
· Use Ultra Violet lighting for clearance of optic parts and raw materials
· Making scans on the spectrophotometer for VIS and IR parts
· Attend production meetings
· Train new employees
· Filing

Skills: 
· Advance with Microsoft office (Excel, word, and powerpoint), outlook
· Fluent in English and Hmong 
· Maintain work procedure and policies
· Organize and detail oriented
· Efficient and reliable 
