Kimberly Weaver
18 Chipper Drive
South Grafton, MA 01560
(803)-463-1843c
Kweavs42@gmail.com

OBJECTIVE
Quality Assurance Specialist highly regarded for attention to detail with proven ability to organize, prioritize and manage workload under difficult time restraints. Seeking QA position in a progressive organization with ability to develop an increasing variety of skills where my commitment to success enhances the value I am able to provide to the organization.
SUMMARY:
Edit and Manage Documents in a controlled documentation system (DMS) following standard operating procedures and GMP guidelines.  
Communicate with document change agents by email, phone, and personal conversations, assisting with the use of DMS to achieve required document effective dates.
Assist with issuing controlled documents (batch records, logbooks, laboratory notebooks and validation documents. 
Assisted in filing, copying/scanning GMP documents, Engineering documents and QC data, filling daily record requests and all audit requests.
Transferred all batch/lot disposition packages in a timely manner.  
Maintained excel and Iron Mountain connect spreadsheets for off-site storage.
Packed and shipped boxes to off-site storage facilities.	
Handle the tasks of controlling and monitoring documents and assure its compliance with the corporate methodology and procedures. 
Knowledge of DMS, Trackwise, Excel, Access, Word, and Ironmountainconnect..  
Knowledge of filing, scanning and issuing GMP documents.
Ability to organize, prioritize and manage workload to meet deadlines.
Excellent proofreading and English usage ability. Clear, concise and logical written communication ability.
Hands on and able to multi task.
Strong interaction skills with all levels.
EDUCATION:
University of North Carolina at Wilmington
Finance, 1991
EMPLOYMENT HISTORY:
LONZA – Documentation Editor, 06/11 to 09/12
LONZA - QA Documentation assistant, 06/09 to 06/11
TUFTS UNIVERSITY  - Grafton Campus Bursar, 03/07 to 09/08
INDEPENDENT CONSULTANT – 10/94 to 03/07
LH AND COMPANY CPA FIRM- Staff Accountant, 12/92 to 07/95 
