JEFF WILKINS-CROWDER

222 Summit Circle

Lafayette, CO 8002     

(303) 882-0629





                         
jwilkinscrowder@gmail.com
SR. DOCUMENTATION and CUSTOMER SERVICE PROFESSIONAL
Skilled, highly trained, and valued Customer Service and Engineering Documentation Professional, with a record of changing, tracking, and developing detailed health care equipment CAD drawings, and effectively enhancing revenue by generating detailed and accurate capital quotes. Respected for optimizing the quality, thoroughness, and timeliness on critical projects and Engineering Change Orders, and for a history of success promoting and enhancing sales. 
CORE COMPETENCIES
Technical Presentations • Checking • Detailing • Change Orders • Design • Microsoft Office Suite • Planning 
• BOM • GMP • Electronic Data • Configuration Management • MRP • ACCESS • AutoCAD • ERP • CRM 
• Medical Device • Archiving • CAD • Document Control • Quality • Customer Service • Compliance 
• Service Contracts • PDM • Quotes • Product Development • Release • Configuration Management 
• FDA • ISO 13485 • ISO 9000 • ISO 9001 Auditing • Inventory Control System 

• Engineering Change Request • Engineering Change Control • Sales
EMPLOYMENT
KELLY SERVICES



Boulder, CO





2011-2012

Document Archivist for COVIDIEN

In-depth indexing of older documentation for the R & D department, using spreadsheets to construct an index of product planning, testing & implementation. With guidelines from current product managers, I was able to:
· Reviewed over 500 boxes

· Created searchable indexes
nSPIRE HEALTH  



Longmont, CO




2002 - 2011
Customer Services Administrator, 2009 - 2011

Client-facing, detail-oriented, and key asset valued for resolving customer issues, generating accurate and timely capital quotes, and effectively generating revenue by selling and invoicing service contracts. Critical point of contact who also created and updated the contract in the sales and accounting system. Effectively matched sales needs with the inventory on hand, obtained discount authorization, and created the quotes within a substantially reduced four-hour window.
· Sold and subsequently invoiced an average of 30 service contracts per month 

· Issued more than 50 highly accurate and timely capital quotes per month



Systems Analyst, Formerly Ferraris Respiratory, 2008 – 2009
Successfully archived more than 3,700 obsolete stock codes and 500 inactive customers as well as restructured more than 600 unused Bills of Materials. Additionally maintained and enhanced the plants MRP database security. 
Documentalist, 2002 - 2008
Accurately and efficiently generated an Engineering Change Request (ECR) system that allowed employees outside of Engineering to suggest product improvements. Requests were consistently tracked and entered into the program as it evolved into an Engineering Change Control (ECO) system. Utilized Configuration Management principles to maintain an orderly management of a product throughout its life cycle.
· Led weekly meeting to log new ECRs and discuss 50-60 open ECRs/ECOs

· Process improvement and streamlining efforts resulted in the conversion of 100 paper calibration records to Excel files, and the reorganization of more than 1,000 controlled documents to enhance auditing efforts.
· Effectively created and maintained stock codes in ERP and BOM systems using SYSPRO MRP software

LEVEL 3 Communications 


Broomfield, CO

            

2000 - 2001

Document Control (Construction Division)

Entered, tracked, and optimized the organization of construction documentation from 24 national sites. 

MCKINLEY MEDICAL 


Wheat Ridge, CO




        2000

Document Control

Effectively oversaw the Engineering Change Control System and relevant requests, while maintaining calibration records and controlling documents.
RESPIRONICS COLORADO (formerly LIFECARE)    Westminster, CO 


1986-1999
CAD Drafter III 1996-1999
Successfully participated as an Integral part of implementing an electronic PDM system. Moved from paper-based to electronic system resulting in 25% less requests for hard copies and easier access to documents. 
· Made changes to existing drawings or created new drawings as required.
Document Control Specialist  1986 – 1996 

Created, tracked and implemented 10 -15 ECOs on a weekly basis containing critical changes to the products.  Participated in weekly ECO meeting to discuss current projects.  Participated in several classes hosted by the Institute of Configuration Management.
· Created database to track and trend ECRs and ECOs
· Participated in ISO 9000 and ISO 9001 conversion projects 
EDUCATION and PROFESSIONAL DEVELOPMENT
Associate of Arts and Science, Mechanical Drafting, Denver Institute of Technology, Denver, Colorado

Bachelor of Science, Recreation Management, Colorado State University, Fort Collins, Colorado

