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OBJECTIVE

Secure a long-term, full-time position with a growing, successful Biotechnology company to broaden my knowledge in the field of science with a position leading to employment as a Clinical Research Associate.

PROFESSIONAL PROFILE

Tractec Technologies, Inc., Milpitas, CA

7/1999 – 9/2001

A start-up company specializing in the refurbishment and manufacturing of semiconductor processing equipment.

Project Manager

· Assisted the Vice President of Operations to develop company wide operation and service protocols;

· Supervised and managed development of project from commencement to completion;

· Monitored procedures and systems to ensure high levels of quality and customer satisfaction;

· Identified and reported areas of inefficiency, and provided plausible solutions in a timely manner;

· Oversaw development, tracking and coordination, of schedules between all parties contributing to product installation, testing, and support;

· Successfully managed multiple short and long term projects simultaneously, while adhering to project time lines;

· Held positions as team lead, team member, and independently in order to keep aligned with project goals and objectives;

· Anticipated work needs and reprioritized projects to meet the demands of a high-intensity environment;

· Provided management and tracking reports to executive staff;

· Utilized MS Office Suite, Adobe Acrobat, Paint Shop Pro 6, and Photo Impact software.

Executive Assistant
· Supported President, Vice President, Department Managers, and Legal Services;

· Appointed Board Member for Corporate and Business Development;

· Prepared highly confidential documents to be notarized, certified, and legalized, with discretion in maintaining confidentiality (i.e. partnership, nondisclosure, and representative agreements);

· Resolved time sensitive issues with a high degree of precision and attention to detail;

· Exercised exceptional independent judgment, organizational ability, and multi-task and follow up skills;

· Managed all communication and correspondence not requiring personal attention of President, Vice President, or other management personnel;

· Translated customer needs to technical staff for assistance;

· Designed company logo, and Sales and Marketing literature;

· Event planning on/off site. (i.e. seminars, open-houses, catered events);

PROSOFT Engineering, Inc., Pleasanton, CA

1/1999 - 5/1999

A start-up company specializing in the development of software for Apple computers.

Project Coordinator

· Outlined protocols and process development for the Sales, Marketing, and Engineering departments;

· Supported the Vice President of Engineering, project managers, and the Engineering-Sales team;

· Orchestrated collaborative efforts between the marketing and sales departments to produce high quality products and ensure consistent corporate messaging;

· Responsible for coordination of materials essential for generation of project life cycle documents;

· Directed client negotiations as liaison for the Sales and Engineering departments;

· Analyzed technical data, financial agreements, and third party vendor interests to form legal contracts;

· Committee member responsible for development and implementation of a client appreciation program;

· Maintained up to date relationships between the engineering and sales databases;

· Worked with MS Office and a variety of organizational software.
Easter Seals, Aptos, CA. 
  (Collectively) 2/1998 - 6/2002
Simoneon Pediatric Development Center, San Jose, CA 

Adams Twelve Five Star Schools, TYKE Preschool Team, Northglenn, CO

Orthopedic and Neurological Rehabilitation, Inc., Los Gatos, CA

Occupational Therapist/Independent Contractor for a variety of rehabilitation and educational institutions.

· Successfully provided skilled intervention to increase and restore independence in daily living and/or academic skills, with both Pediatric and Geriatric populations.

· Reported to facility administration, insurance companies, colleagues, other health care professionals, and care providers regarding the mental and physical status of patients;
· Prepared and maintained comprehensive, up-to-date, documentation on the progress of each patient.
Stanford Health Services, Clinic Administration, Recurrent Relief Staff, 
1/1991 - /1997

Stanford, CA

Clinic Administrator for Stanford Health Services, outpatient clinics. Provided coverage for clinics needing additional staff support, primarily in the areas of Cardiology, Orthopedics, Oncology, REI/Gynecology and Specialty Services.
· Supervised and trained staff in clinic procedures;
· Assisted with the implementation of a clinic-wide standardization campaign;

· Supported clinic accountants with accounts payable, accounts receivable, and collections;

· Fostered communication between medical and patient populations;

· Responsible for maintaining and updating clinic schedules;

· Generated status reports, designed form letter templates, and provided general administrative support.

EDUCATION

California State University at San Jose

Master of Science Degree in Cell Biology, 2005
Bachelor of Science Degree in Occupational Therapy, 1997

Minor in Psychology, 1997

Certification: National Board for Certified Occupational Therapists, 1998

