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marie.brown@dsm.com
Objective

Seeking position offering opportunity to provide administrative and budget support to ensure compliance to pre-established protocols for a financial initiative by issuing reports, maintaining financial data, budget, and purchasing records    

Career Summary

Professional with over 29 years of experience in secretarial, administrative, record keeping and personnel management, with high concentration in computer usage (Microsoft Word, EXCEL, Outlook, PowerPoint, Microsoft Project, Visio, mainframe, SAP, spreadsheets, and some FrontPage usage).  Also Campus/DE Student at ECU familiar with Banner and ECU policies.  
Personal
Able to exert influence on organizational culture based on values, ethics and consistent application of sound and current business methods. Able to influence change resistors to focus on the importance of customer perspective. Excellent interpersonal skills. Good health  Married 

Education

East Carolina University - Greenville, NC  27835

Bachelor of Science Industrial Distribution and Logistics (BS)  with minor in Business Administration

Graduation December 2010
Work Experience

DSM Pharmaceuticals, Inc. - Greenville, NC  27835 
 March 2002 – Present
Administrative Assistant 

· Create Purchase Requisitions to acquire components and supplies to ensure production schedules are maintained 

· Monitor budget to inform management when over/under budgeted line items occur

· Investigate to determine cause of over/under budgeted line items

· Determine line item to be charged to budget for department purchases

· Compile and  submit expense reports when necessary  
· Devised spreadsheet to track credit card spending for department

· Research and order office supplies as needed in a cost effective manner   
· Maintain Learning Management System (LMS) Database for cGMP training
· Coordinate Customer Meetings and Luncheon when required
· Head Office Safety Committee

· Manage calendars for Department’s Senior Management Team

· Responsible for special projects as designated by upper management  
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DSM/Catalytica Pharmaceuticals, Inc. - Greenville, NC  27835  
March 1998 – February 2002
Administrative Assistant 

· Scheduled, distributed, and coordinated customer meetings, minutes, tours (respectively) 

· Managed and maintained calendars for management personnel 
· Trained employees on Documentum System 
· Prepared and set-up for new and transferred employees 

Manpower/GlaxoWellcome Inc. - Greenville, NC  27835 - 
February 1997 – August 1997
Sr. Administrative Specialist III

· Maintained absentee records for 25 personnel 
· Tracked and verified all training (SOP, SAF, SOM, etc.) was CGMP compliant 
· Investigated any discrepancies that arose in budget 
· Compiled monthly reports for department 
· Inventoried and ordered office supplies and materials needed for production operations

· Answered/directed incoming telephone calls in a professional and timely manner

Burroughs Wellcome Co. Greenville, NC  27835 
May 1994 – May 1995

Production Documentation Administrator 

· Entered, revised, updated and maintained Standard Operating Procedures (SOPs) 
· Entered/keyed Protocols, Inventory Review Forms, Operation Qualifications, System Qualifications, and Product Qualifications forms 
· Ensured that protocol guidelines were followed when submitting critical documentation

Accomplishments:

· (Project Management) Coordinated Pilot GMP Training Program (Learnwright) for 100 employees (various departments) with outside vendor for a Basic and Intermediate Program 

· Established a scheduling table for registration of participants 

· Followed-up for course training feedback   

· Liaison between IT and outside vendor for set-up and implementation of software installation  Project completed December 2001

Certification/Membership

· Received Certified Professional Secretary (CPS) Certification in December 2001. (One of four admins in company that received this certification).  Recertified in 2006

· Professional Association of Industrial Distribution  (P.A.I.D) member
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