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	Profile [image: http://www.resumeimproved.com/templates/18/headimg.jpg]

	 

	I am a friendly, dedicated team player seeking long term employment.  I love to learn, and am always up to a challenge whatever the situation. I get along well with others, with also working efficiently on my own. I am a loyal and hard working person and would be a great asset to the team I am seeking a position where I can develop and excel while giving my best to an employer.
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[bookmark: _GoBack]Centaurus High School Diploma (1980 - 1982) 
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	AeroTech at Sparton Medical Systems ( Sept, 2012 – Oct, 2012) 

	


Temporary position at local medical manufacturing company: 

· Assembled various medical devices 
· Performed final inspection and testing of final assemblies
· Performed other duties as assigned (filing, warehouse, etc.)

	Licensed Home Daycare Provider ( 2007 - 2012) 

	


Owned and operated child daycare facility out of my home residence.  Including:

· Fulfilled all requirements necessary to obtain childcare License issued by the State of Colorado
· Satisfied all  on-going training, CPR certification and safety measures required to maintain license
·  Provided nutritional meals to children in care though” Childs Choice” , a State documented food program
· Maintained all accounts payable and receivables records for budgetary purposes
· Provided year end reports to parents for tax records  


Valleylab, Gunbarrel, CO ( 1983 - 2007)
I was employed at Valleylab for 23 ½ years, During that time I assisted many departments from covering the switch board at the front desk to pulling parts in the warehouse. Primarily I worked in the Document Control and Receiving Inspection departments. Receiving inspection worked closely with the warehouse, so I also have some warehouse experience. A full history is below:

Material Review Board (MRB) Coordinator (2005 - 2007)
As the MRB Coordinator I was responsible for facilitating the disposition and resolution of all materials rejected by the Receiving Inspection   Department 
· Ensure all rejected products and inventory were accounted for
· Maintained and keep accurate records of all inspection reports
· Worked with quality engineers and purchasing  to determine product disposition and final outcome
· Obtained all required signatures once the final disposition had been made
· Packed and shipped rejected product back to vendor when necessary
· Participated in various department meetings as scheduled
· Fielded various customer calls as they occurred
· Assisted walk-in customers on a continuous basis
Receiving Inspection Coordinator to Sr. Coordinator (1992 - 2005)
As the Receiving Inspection Coordinator I was responsible for coordinating all various aspects of the Receiving Inspection Department.

· Ensure all inspection documentation  is up to date
· Schedule daily parts pulls from the warehouse
· Coordinate with supervisors to determine which parts needed to be inspected first  so production lines would not go down
· Order all office supplies for the department
· Pulled inspection packets product samples/lots for inspection purposes
· Participated in various department meetings   scheduled
· Fielded various customer calls as they occurred
· Assisted walk-in customers on a continuous basis

Document Control Department (1989 - 1992)
As the Document Control Coordinator I was responsible for:

· Kept track of all revision changes to all documents and product drawings for all Valleylab products
· Film all changes to documents and drawings
· Maintained files of all documents and drawings
· Fulfilled all internal requests for documents and drawings
· Pulled all inactivated and obsolete documents and drawings from files
· Maintained all records of  obsolete documents and disposed of documents according to corporate disposal policy
· Obtained all required signatures on change orders
· Fielded various customer calls as they occurred
· Assisted walk-in customers on a continuous basis

Copy Center Technician (1987 - 1989)
As a copy center technician I was responsible for:

· Run various technical print jobs on high volume Xerox copy machine 
· Copy Instruction manuals and assemble 
· Keep track of inventory 
· Ordering of  all supplies for copy center 
· Have all orders ready on time for all customers 
· Keep all small copy machine running and stocked with supplies
· Do light maintenance on all copy machines 
· Call in and track all maintenance orders

Assembly Line Worker (1983 – 1987)
Basic assembly line work in a manufacturing environment
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I have some basic skills in Microsoft Word and Excel. I have experience in using a pallet jack, hand truck, loading and unloading trucks, Wrapping, packing and shrink wrapping. I'm interested in learning as much as I can in whatever I do.
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