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	SUMMARY

	As an Operations Assistant, Export Compliance Officer, Office Manager/Customer Service Supervisor, Executive Assistant and Administrative Assistant, I offer extensive experience providing executive level support and excellent customer service and possess an extensive knowledge of modern office equipment, software, procedures, and process flow.  I am a Certified United States Export Compliance Officer (CUSECO) and offer 5+ years of experience establishing and maintaining export controls regarding process flow, procedures, training, technology transfer, export license analysis and preparation and visitor controls.


	CORE COMPETENCIES AND SKILLS

	Effective communication skills (oral and written)
	Import/Export Compliance knowledge and skills

	Project management/event and meeting coordination
	Equipment, material and technology Controls (EAR and ITAR); Voluntary disclosures

	Supervisory training and experience
	Visitor Controls

	Strong computer and typing skills 
	Recordkeeping, document control and filing systems

	Ability to work with all management levels and team members 
	Lean Manufacturing  and Six Sigma White Belt Training

	

	ACCOMPLISHMENTS

	Goal
	Accomplishment

	Equipment, Technology and Material Transfer Project
	[bookmark: _GoBack]Worked with Department of Commerce and senior counsel to analyze data and create export licenses 

	Establish controls and procedures and learn export regulations
	Attended training and received certification for United States Export Compliance Officer

	60th Anniversary Event Coordination
	Team lead who helped coordinate a very successful event involving over 2000 people

	Cost Savings Controls and Awards 
	Team member involved in saving over $2M for a 2 year period

	ISO 9001 Certification
	Team member who helped establish a quality system, procedures and approval

	Awarded consecutive quarterly bonuses as well as promotions, merit increases and various spot awards

	

	EDUCATION, SEMINARS AND TRAINING

	Dunlap Stone University - Certified United States Export Compliance Officer (CUSECO)®
Palmdale High School – Graduate 
2013 Harmonized Tariff Schedule
2012 United States Export Compliance Officer Certification, 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, Concur Expense Reporting Software, Rearden Travel Software, Salesforce.com Software
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)
Other Training and Skills – 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, Lotus Notes, Outlook, Excel, Word, Power Point, Project, Visio, AS400 and Oracle MRP Programs.


	WORK EXPERIENCE

	CHROMALLOY

	January 2007 – September 2012

	Operations Assistant

	· Provide executive level support for general manager and senior staff, duties included email and calendar management, company travel coordination and reservations, expense report preparation and corporate credit card reconciliation; Coordinate travel and housing for applicants, consultants, contractors and new employees.
· Assist senior staff regarding goals and objectives, talent management, rankings, strategic long range plan, employee engagement surveys and other special projects.
· Organize and prepare materials for high level presentations and VIP meetings; Compose general correspondence, spreadsheets, reports, action lists and meeting minutes.
· Organize VIP meetings, special events, off-site meetings, company events, office and equipment moves; manage conference room schedules.


	CHROMALLOY

	March 2007 – September 2012

	Export Administrator

	· Research and analyze government regulations (USML and Commerce Control List) and prepared export licenses as required by the Department of Commerce and Department of State regarding technology, material and equipment export and the transfer of technology to foreign nationals.
· Analyzed and reviewed all technical data, material or equipment transfer requests to determine licensing requirements.
· Wrote procedures and presentation materials on technology transfer, visitor controls and export controls and provided training for key personnel.
· Performed internal audits on company technology control plan and export compliance procedures.
· Investigate and compile data needed for voluntary disclosures.


	Greatbatch Medical, Inc.

	March 2001 – July 2006

	Office Manager/Customer Service Supervisor

	· Supervised customer service representatives and janitorial staff and provided executive level support to company president and vice president of sales/marketing.
· Provided excellent customer service for VIP medical device customers worldwide; Efficient and effective at addressing and solving customer questions and concerns.
· Prepared and approved correspondence relating to quotes, status reports, sales forecasts and reports, return material authorizations, on time delivery and  change orders; Assisted with negotiation and preparation of pricing and contracts.
· Wrote procedure regarding office practices and procedures and provided training for key personnel.

	

	Greatbatch Medical, Inc.

	December 1996 – March 2001

	Executive Assistant, Engineering Assistant, Administrative Assistant

	· Provided executive level support for the company president and Director of Engineering, duties included travel coordination and expense reports, project reports, proposals and quotes, meeting minutes, spreadsheets and general correspondence.
· Organized meetings, sales conferences and other special events.
· Monitored research and development projects including resources, financials and manpower costs.
· Managed all document control activities related to Engineering drawings, specification creation and revision control.
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