Nancy J. Sullivan
8227 S. Yukon Way, Littleton CO, 80128  •  me5003@aol.com  • Home Phone  (303) 932-1990
                                                                                                           Cell Phone     (720) 226-4816



SUMMARY OF QUALIFICATIONS

· Achieved a 3.44 grade average in Business Administration studies in collage.                                                                                                                                    
· Demonstrated success pinpointing client needs and uncovering potential problem areas through assessment and analysis.
· Articulate and persuasive communicator at ease interacting with clients, team members and management.
· Team-oriented professional eager and willing to lead and work collaboratively with colleagues to successfully achieve goals and expectations and  always willing to learn on the job and have certificates for the following:
· Basic Math
· Blue Print Reading
· Statistical Process Control (SPC)
· Optical Comparator
· Basic measuring (calipers, micrometers, depth mic. )
· ISO 9000-2000 Certified

 
ADDITIONAL EXPERIENCE

· General Knowledge of Industrial  machines
·  5S Member, which is a method for organizing a workplace.
·   Trained in Quality Control
· Trained in Statistical Process Control, which is a method of monitoring a process through control charts.
· Have Assistant Manager Experience in retail store.
· Have  almost six months experience collating material into sequence and adding  inserts during sub-assembly of flight manuals.






Work History:  
 

Jeppesen Sanderson
6961 S. Quentin Ave,Englewood, Co. 80112
Collating Flight Manuals (March 18 2011- Present)…This is a Temp job. I would like a permanent job.
 Assembles inserts into sub-assembly using the “Assembly Instructions" or the “Revision Letter” to complete the finished good. This may include verifying envelope and label information to the product/coverage to ensure customer receives accurate information.
· Manually collates material into sequence.
Work 40 hours a week….. …Excel Employment.


       Jeffco Public Schools
      1829 Denver West Dr., Golden, Co. 80401…….303-982-6748
        Food Server (Sept. 19 2010 - Dec.17 2010…..Did Not Meet Standards, Due to lack of experience)

       Worked 20 to 24 hours per week……Human Resources, Duane Whitfield
       

       Duties: Serving and preparing food, cleaning over all kitchen and prep area. Making sandwiches, and helping to prepare salads and fruit cups. Made sure temps were acceptable for hot foods, cold foods and ingredient used in food preparation. Operating dishwasher and sweeping and mopping kitchen and office floor. Working at unloading and re-stocking freezer and cooler. Using cash resister and keeping track of amounts of food used.

Target
9390 W Cross Dr, Littleton, CO 80123 ………..720- 922-1475
Deli worker (Oct. 13 2009 - Jan.7th 2010…Seasonal work for Christmas)

Worked 24 to 40 hours per week…..Human Resources, Grant Mikkelsen

Duties: preparing food, cleaning slicers and fryers, cleaning over all kitchen and prep area. Made sandwiches, salads, chickens, and help to prepare fruit, veggie and meat trays. Made sure temps were acceptable for hot foods, cold foods and ingredient used in food preparation. Operating dishwasher, sweeping and mopping floor and coolers. Working at unloading and re-stocking freezer and cooler, than breaking down and removing cardboard to trash compactor.


Attended Arapahoe Community College August 2007 to August 2009

While there I interned at Aflac, for the Regional Sales Coordinator, Gina Santangelo, There I used H.R skills to help coordinate recruitment mailings, schedule interviews and coordinate recruiting packets and training manuals for meetings. I collected information than organize it and printed up list of potential clients for each sales rep. I learned to work in an office setting and enhance my team working skills as well as become familiar with office technology. (Fax & copying machines ect, ect.)   From 1/2009 to 5/2009……For Co-OP Education Class

IMI  Norgren                                                                                                                                                      5400 South Delaware St., Littleton, Co. 80120……303-794-2611
Injection Molder Level II (Feb. 28, 1983 - April 24, 2007… Job out sourced to Mexico)  
  
Worked 36 hours a week….Supervisor John Crowley (can contact company only John was also laid off)    

Duties: Set and operate injection molding machines of varies tonnage. I would verify that machines were running at specified process settings. Inspect product using a variety of measuring devices. Accountable for making sure parts meet the required dimensional specifications, and in the case of failure, to match the qualifications, doing a process evaluation and correcting the problem. Organizing and maintaining the work area. I have my own tools and calipers.


· Assistant Manager of Shop & Go convenience store.         (Jan. 1982-Feb. 1983)
 (You can not contact anyone because store no longer exists at this location.)
  Duties: Operate cash register, taking inventory and ordering supplies needed. Restock shelves. Cashed out register and deposited day’s receipts in bank. Faced and cleaned entire store. Opened store on week-ends and closed stores during week.

· Heavy Assembly , punch press machine and packaging Dept. at Federal Sign and Signal  Blue Island, Ill. ….1974-1978

Education:
     Tinley Park High School, Tinley Park, Ill……..Graduated (with GED)
     Attended Arapahoe Community College, Littleton, Colorado ……August 2007 – Aug. 2009
Majored in business administration…..  Finished 60 earned /Hours needed are 63. *


*Need to finish one more class to earn Associates Degree
(Certificate & School Transcript Data available upon request)



