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Customer Service Coordinator (1993 - Present) 

· Coordinates daily building maintenance and support; processes all facilities related invoices.
· Administrator for building security system; provides monthly security reports for compliance/audit.
· Facility Safety Officer to include responsibilities of designing safety handouts for staff and performing quarterly, bi-annual, and annual compliance reviews of all procedures and tests.
· Coordinates maintenance on copiers, printers and fax machines.
· Oversees local on-line printing operation utilizing mainframe and Xerox tool sets.
· Liaisons with purchasing division to ensure building is furnished with required equipment and supplies.

· Recent accomplishments include a 25% reduction in supply inventory and usage, a planned and coordinated upgrade of security system, and management upgrade of on-line printing environment.

Print Operator II (1991 - 1993) 

· Managed scheduling of print work load and assignment of operators for local on-line printing.
· Primary owner of printing problem management including onsite troubleshooting, coordinating printing problem resolution with mainframe operations and support, and working with external vendors.
· Ensured that both strict internal and external quality controls were achieved and maintained.

Data Center Customer Service Coordinator (1989 - 1991) 

· Coordinated delivery for all incoming and outgoing shipments and postal services.
· Oversaw computer operations supply room; coordinated vendor invoices.
· Liaison for organization with external vendors and supply agents.

Computer Room and Print Operator (1984 - 1989) 

· Managed tape media operations.
· Operated/maintained on-line printing and microfiche equipment; preventive maintenance included.
· Processed print and copy center orders for development and operations groups.
Receiving and Shipping Clerk (1981 - 1984) 

· Scheduled deliveries of all incoming and outgoing shipments.

· Processed and distributed inventory of all incoming shipments.
· Maintained orderly, clean, and safe work environment.
Skills
· Proficient in the Microsoft Office suite of software applications.

· Experienced with varying print hardware and software from multiple vendors (Xerox, HP, Lexmark)

· Strong teamwork and communication with both internal and external customers/vendors.
Education
High School Diploma--Mishawaka High School  
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