Monika L. Tittmann
2062 S. Columbine Street
Denver, CO  80210
(303) 902-6221
mosoine@hotmail.com
SUMMARY:
Offering a company my extensive, comprehensive and complete understanding of Configuration and Data Management/Document Control as well as Records Management expertise.  Professional experience working in fast-paced environment demanding strong technical, organizational and interpersonal skills.  Proven ability to plan, organize and lead teams.  A self-motivated and problem solver  who readily adapts to change.  Works independently with very little supervision and exceeds expectations. Able to handle multiple priorities and meets deadlines without compromising quality.
PROFESSIONAL EXPERIENCE:
SEAKR Engineering, Inc. 
Centennial, CO 





(January 2011 – February 2014) 

Senior Configuration and Documentation Mgmt Lead
Maintained the process for review, approval and control of all documentation, part numbers and data used in the manufacture of products.  Also provided notification and accessibility of released documents to personnel including the Quality Systems Manual.
· Responsible for entire Configuration Management and Records Management department
· Assigned all program/project numbers.

· Responsible for the security, maintenance and accessibility of released and superseded documentation.

· Managed the company’s records department and informational programs.
· Organized, converted and integrated files for onsite and offsite storage.
· Responsible for creating and maintain all program and project CM plans.

· Supervised CM clerk for daily scanning requirements.

· Responsible for the organization’s change order process, including its integrity and its adherence of regulatory and industry expectations.

· Entered all documentation into ERP system (IFS).

· Initiated all Engineering Orders/Engineering Changes by incorporating all redlines to engineering, mechanical, schematics, and analysis and test procedures.

· Released all build travelers for manufacturing builds.

· Assigned all serial numbers for manufacturing builds for release.

· Trained entire Quality Engineering group for final release and delivery of the End Item Data Packages (EIDP).
· Performed process and product audits to ensure compliance to internal and external customers.
· Responsible for the maintenance and management of the organizations of International and Industry Standards library.

· Created CM information for company WIKI wheel.

· Assigned all configuration management responsibilities which include functioning as the custodian of baseline definition, documents and facilitating/managing changes to those baselines, primarily in an electronic environment.

· Participated in all CDR/PDR meetings to define life program requirements.

· Assisted with over 25 CM departmental internal audits and never receiving any non-conformances.
· Attended weekly Table Top Reviews for all flight hardware.
· Participate in all program reviews by generating and presenting quality related status charts.

· Supported and having working knowledge of all projects Corrective and Preventative Actions Systems (CPAS).

· Conducted audits of all CM activities throughout a project’s life cycle.
· Ability to manage/track multiple configuration baselines of a system a system with multiple environments.

· Helped lead all departments through a successful completion and release of over 600 procedures and work instructions.
· Assisted in Training Guides (STGs) for CM department new electronic process.
· Responsible and monitored all ESD jackets and distribution ESD binders to engineering and labs.  
· Conduct ESD training bi-monthly. 

· Generated monthly Change Order Metrics Reports

· Generated monthly Revision Analysis Reports due to Senior Management.
· Reported weekly status to management.

· Verified all software versions and serial numbers through UNIX on FPGAs and ASIC.
· Assisted in the preparation of the new KANBAN system

Monika L. Tittmann

Agilent Technologies Inc. Boulder, CO 



(Dec. 2007 – Dec. 2010)
Records Manager/Document Control Administrator
Managed document control activities per GMPc (Good Manufacturing Practices) regulations, policies and procedures.  As the Document Control Manager.  Ensured and adhered to established CV standards and workflows for document management. Usually involved diversified work within general procedures, requiring frequent judgment and initiative.
· Managed document control and training processes via TMS (Training Management System) including inputting, routing, finalizing and distribution of all controlled documentation. 
· Administered processes and systems to ensure proper control and timely availability of documentation for authorized personnel.
· Reviewed new and revised relevant documents for conformance to standards as well as conformance to standards and procedures required by the Project contract.
· Experience reviewing Manufacturing Batch Records (MBR’s), laboratory notebooks and associated supporting data required.

· Developed and conducted ongoing training sessions for applicable quality systems.  Organized training sessions to ensure GMP compliance and support of new and existing staff members to maintain knowledge of current quality standards.

· Ensured the entry of accurate and adequate document metadata in tools used for document management.
· Provided all training and guidance to employees regarding the TMS system to ensure compliance and record keeping. 

· Supported Quality Management in the performance of document reviews and audits.
· Interfaced with all GMP staff members, management and contractors to provide support and oversight for the TMS system.

· Supported over 3500 documents, as well as supported 120 employees and contractors.
· Implemented and executed all IQ/OQ/PQ Protocols and Reports for validation.

· Prepared status reports, assigned and monitored document numbers, revision history for accuracy and completeness.
· Maintained training files and job plans for all employees and contractors.

· Managed and generated all Master Batch Record issuance process.

· Created all label requests and label reconciliation.

· Responsible for entering and compiling all offsite storage records documentation with Iron Mountain.

· Maintained all client project process flow charts.
· Updated and maintained company organization chart.

· Prepared all documentation for internal and external client audits.
SEAKR Engineering, Inc. 
Centennial, CO 






(January 1997 - March 2007)

Configuration and Data Administrator
Assisted in performing the data management functions including documentation coordination, status tracking system, collecting/consolidating comments and required status reporting.

· Responsible for entire Configuration and Data Management department.
· Assigned all program/project numbers.

· Responsible for the security, maintenance and accessibility of released and superseded documentation.

· Initiated all Engineering Orders/Engineering Changes by incorporating all redlines to engineering, mechanical, schematics, and analysis and test procedures.

· Released all build travelers for manufacturing builds.

· Assigned all serial numbers for manufacturing builds for release.

· Responsible for the maintenance and management of the organizations of International and Industry Standards library.

· Conducted audits of all CM activities throughout a project’s life cycle.
· Helped lead all departments through a successful completion and release of over 600 procedures and work instructions.
· Helped lead the company through a successful completion of ISO9000 & 90001, AS9100 Rev C and CMMI Level III certifications.

· Assisted if necessary in Property, Shipping and Receiving and Inspection.

· Backup for receptionist to schedule meetings, travel and mail.

· Assisted Program Managers with preparation of CDR/PDR packages.
LEGAL EXPERIENCE:
Shawna-Mackey Geiger, Attorney at Law, Greenwood Village, CO 
(2003 - 2005)

Paralegal- Law Clerk/Legal Assistant – Part-time/Contract Work

· Organizing Civil and Criminal case files

· Indexed Pleading, Correspondence and Document files

· Prepared Summons and Complaints

Gould Law Offices, Ari Gould Attorney, - Denver, CO 


(2003-2004)

Legal Clerk – Part-time/Contract Work

· Prepared Summons and Complaints

· Prepared case files

· Indexing Pleading, Correspondence and Document files

· Initial Intake of new clients

Jane Hazen, Attorney at Law, Denver, CO 



(2001 - 2002)

Paralegal- Law Clerk/Legal Assistant – Part-time/Contract Work

· Successful completion of 150 hour internship

· Prepared and organized trial notebooks for several criminal cases

· Transferred documentation to & from Public Defender’s offices, District Attorney’s offices and court house

Another Source Investigations, Scott Keating, Denver, CO 

 (2001 - 2005)

Process Server/Law Clerk Part-time/Contract Work

· Successful completion of 150 hour internship

· Service of summons, complaints and subpoena’s

· Interview clients for attorneys
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Professional Development/Skills:
· Strong Microsoft Windows Suite Tools (Word 2010 & 2007, Excel, Access, Adobe & Power Point)
· Ability to plan, prioritize and organize a heavy and diversified work load.

· Highly organized and detail oriented

· Ability to focus on multiple task-based projects simultaneously in a fast-paced environment.
· Excellent verbal and written communication skills as well as attention to detail.

· Capable to working both independently and in team situations.

· Capable of working efficiently and accurately under high volume pressure.

· Extensive experience dealing with high-profile business personalities.

· Possess strong knowledge of regulatory systems, requirements and GMP 

· Outlook, Groupwise & Eudora (Emailing Systems)
· Odessa Storage Database with Iron Mountain
· UNIX/Reflection X
· Bluebeam, & Adobe (PDF tools)
· Solidworks/Autodesk & VISIO
· IFS (MRP Tool)
Education & Certification:

Associate of Applied Science Degree – Paralegal - May 2005 

Currently Obtaining Certified Records Management Certificate (CRM)
Colorado Public Notary – current & active since 2005

Lockheed Martin Astronautics Certificate of Achievement Awards (1997 – 1999)

ESD (Electrostatic Discharge) Certification - 2013
Eclipse Processing System (State of Colorado)

Quality System Regulatory Training – Rocky Mountain Regulatory Affairs (2010)

ICH Q7 GMP Training (Modules 1 -6) 2010
TMS (Training Management System) (Module 1 – 5) Annually
CPR/AED & First Aid Training & Medical Emergency Response Training (MERT) Certification –Annually
ESD (Electro Static Dischage)Training and Certification

ITAR Certification
Volunteer Services/Community Outreach 

· A volunteer and member of the Colorado Ovarian Alliance Foundation

· A member of Volunteers of America, Meals on Wheels (Denver and Boulder) delivering meals to the elderly and disabled.

· Participated in the Arizona 3 day/60 mile Breast Cancer Walk
· Denver Susan G. Koman Foundation (Knitted 100 Pink Scarf’s) for Breast Cancer Survivors

· CCTV54 Free Public Access TV Station – Camera, Sound, Audio and CCG Person

· DPO (Deputy Probation Officer) Program  - 18th Judicial District
