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	Professional Summary


Action oriented and dedicated professional who offers years of experience assisting all levels of management and providing excellent Customer support.   Majority of my experience has been in a manufacturing environment related to aircraft components and implantable medical devices.  Also have 4 years experience in the Trade Compliance arena and recently received Certification for United States Export Compliance Officer (CUSECO)®. 
	Summary of Skills

	· Export  license research, preparation and submittal
· Create procedures on deemed exports, equipment and technology controls
· Prepare presentation material on export controls and perform employee training
· Review key documentation (travelers, procedures, specifications, drawings, job descriptions) to determine if export controls apply
	· Excellent organizational, writing and communication skills
· Team oriented, positive and professional
· Create reports, presentations, spreadsheets for senior management meetings
· Prepare, maintain and track meeting minutes, reports and action lists
· Organize meetings, special events, travel and housing

	Work Experience

	CHROMALLOY – Manufacture and repair gas turbine engine components
Carson City, Nevada  

	
January 2007 – August 2012
Operations Assistant / Export Administrator
Operations Assistant duties:

	· Provided administrative support to General Manager and senior staff, duties include organizing meetings, events and travel and preparing and compiling meeting presentations, reports and spreadsheets.  
· Administrator in charge of travel and expense reporting software and the associated training for all new and existing employees.
· Assisted senior staff regarding goals and objectives, talent management, rankings, strategic long range plans, engagement surveys and other special projects
· Coordinated all front office interior decoration and office moves as well as purchase order preparation and quotes.

March 2008 - August 2012
Export Administrator duties (these duties were performed in conjunction with Operations Assistant duties) :
· Prepared Export licenses as required by the Department of Commerce and Department of State regarding technology and equipment transfer and the transfer of technology to foreign national employees (permanent and temporary), consultants and contractors.
· Analyze and review key documentation such as travelers, procedures, drawings, job descriptions, equipment specifications, new business quotes and customer drawings to determine if export controls apply and/or an export license is required.
· Wrote procedures and presentation materials on export controls and provide training for key personnel.
· Created Visitor Control program that incorporates screening all visitors, this includes customers, vendors and contractors, basically any entity used to conduct our day to day business activities.  Software screens each name in the data base daily and maintains records needed for auditing.
· Attended export control training and seminars on a continuous basis and received Certification for US Export Control Officer in January 2012.


	



GREATBATCH, INC. – Manufacturer.  Implantable Medical Device Components
Carson City, Nevada


	March 2001 – July 2006 
Office Manager/Customer Service Supervisor
· Assisted with the transfer and closure of the facility, company transferred this operation to Mexico
· Provided excellent Customer Service support for key medical device customers worldwide.
· Efficient and effective at addressing and solving customer questions and concerns.
· Supervised Customer Service Representatives and provided executive support to Company President and Vice President of Sales/Marketing.
· Prepared and approved quotes, status, forecasts, new orders/order changes, project/sales reports and presentations.  Also prepared, maintained and distributed reports on sales, on time delivery and return material authorizations.
· Assisted with negotiation and preparation of pricing and contracts.
· Interfaced daily with all levels of management in order to meet customer requirements.
· Developed and maintained company security system and employee badges as well as key distribution.
· Wrote procedure regarding office practices and procedures and provided training for key personnel.

December 1996 – March 2001 
Executive Assistant, Engineering Assistant, Administrative Assistant
· Prepared travel expense reports, presentations, project reports, meeting minutes, sales forecasts, spreadsheets and various other reports for Company President and senior staff,
· Organized meetings, conferences, special events and travel reservations for Engineering and Vice-President.
· Monitored research and development projects for Engineering including resources, financials and manpower costs.
· Handled all document control activities related to Engineering drawings and specification creation and revision control.
· Provided administrative support for Vice-President and Engineering Director,  screened calls and emails, calendar management as well as prepared reports, presentations, proposals, quotes, spreadsheets and correspondence.

	Education


· January 2012 - Certified United States Export Compliance Officer (CUSECO)® International Import Export Institute – Dunlap Stone University
· 1977 – 1979 – Antelope Valley College - courses in English, Math and Business Writing
· June 1977 - Palmdale High School Graduate
	Seminars and Training


· 2012 - Incoterms 2010, Visual Compliance Screening Software Training, Avoiding the Risks of Anti-boycott Violations, Western Regional Export Forum-Bureau of Industry and Security (BIS)
· 2011 - Western Regional Export Forum (BIS), Update Conference (BIS, Department of State, OFAC), 2 Six week courses for CUSECO Certification (Documentation for Export Comp. and Ethics in Trade Comp)
· 2010 - Western Regional Export Forum (BIS), Update Conference Export Reform (BIS, Department of State, OFAC), 2 Six week courses for CUSECO Certification (Understanding the EAR and ITAR), Supervisor Training, ITAR Boot camp, Excel
· 2009 - Western Regional Export Forum (BIS), Lean Manufacturing
· 2008 – Aircraft Parts and Related Technology Transfer (CT Export District Export Council, BIS). Export Control Forum (BIS), Update Conference on Export Controls (BIS, Department of State, OFAC)
· 2007 Western Regional Export Forum (BIS), Complying with US Export Controls (BIS)
· Previous Years – Six Sigma White Belt Training, Stratotech Lean Manufacturing, Supervisory Skills Training (NAE), Highly Effective Criticism & Discipline Skills for Managers and Supervisors, Team Leadership, Effective Communication and Team Building, Excel, Word, Power Point, Project, AS400 and Oracle MRP Programs.
	References – upon request
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