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20 Aspen Hall Rd.
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Phone: 847-815-5760
Email: k.natter@hargray.com
	Objective

Summary of Qualifications

Computer 

Skills


	Seeking a position in administrative management/accounting/human resources.

A dedicated, goal oriented professional with experience in providing administrative support to project managers, directors and clients in a corporate setting.  Management experience includes the areas of quality control, pharmaceutical deployment, sales territory alignments, billing and invoicing, A/P and A/R management, workflow documentation and report creation.  Technically proficient with computers and have held positions in the Pharmaceutical and Insurance Industries.

Hands on experience with Microsoft Office (Word, Excel, Access, Outlook and PowerPoint), Visio Professional, Solomon Accounting Software, QuickBooks, database data extracts, HITS Software, Lawson Software, PharmAlign Software, Windows Operating Systems, Internet search and various productivity software packages.



	Employment History


	eSecuritel Holdings, LLC                                  Hilton Head Island, SC
Escalation / Administrative Assistant for the Controller 2007 – Present


Daily record keeping, bank deposits processed and data archiving. Handle confidential material in compliance with company procedures.


Use HITS software for handset replacement program. Data downloads to Excel with customer information. Responsible for initial contact with customer to    return damaged handset.


Coordinate daily office operation as it relates to researching and refunding payments to customers.

Medarex, Inc.                                                 Lebanon/Bloomsbury, NJ

Documentation Coordinator Processor II 2006 – 2007

Administrative Assistant in the Development QA Raw Materials 2005 – 2006

Documentation Coordinator Processor I 2004 – 2005


Performed incoming inspections of all Good Manufacturer Product (GMP) controlled raw materials, sampling and submission of samples for testing.


Prepared purchase orders for submission to contact facilities, label of GMP      raw materials, adhering to strict FDA/cGMP regulations and internal control procedures.


Processed and reviewed all incoming raw material specifications related documentation and GMP documents for quality control.


Prepared clinical shipments and clinical inventory control paperwork and sent shipments to clinical sites for all material management.


Responsible for all daily and monthly inventory control reports and maintained MCB/MWCBs inventory.

· Archived and Retrieval of GMP Documents.

· Issuance and assignment of logbooks, buffer batch records, retrieve QC data.
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Employment History (continued)
Education and 

Certifications

References
	
GMP review of buffer, batch records, logbooks and lab notebooks.  


Performed visual inspection of final container products for fibers, dust, and other contamination particles.


Acting trainer on clinical shipment SOPS

Home Depot / Home Expo                           Flemington/Bridgewater, NJ
Price Change Controller / Customer Service / IMA 2003 – 2004 


Responsible for coordinating all price changes throughout the store and inventory management, ordering and restocking of merchandise.
Health Products Research, Inc.                        Whitehouse, NJ

Administrative Assistant  / Accounts Payable 2000 – 2002

Sales Force Deployment Analysis 1999 – 2000


Provided administrative support including human resource functions for 12 project managers, three directors and their employees.


Worked with Human Resources department on all employee record keeping and benefit package registration and processing.  Handled confidential material.


Performed quality control of data, created marketing and quarterly summary reports, developed call plans and workflow documentation using Visio.


Performed internet research on client companies, prepared power point presentations, coordinating projects with staff and vendors.


Processed vendor invoices via data entry in the Solomon Accounting System.  Reviewed and released batches of invoices for payment.


Filed documentation for accounts payable for auditing purposes and record retention.  Reconciled and processed employee expense reports.


Created full territory, district and national maps for pharmaceutical reps.


Balanced territory level workloads through zip code realignments.


Provided quality control to representatives in documentation, custom reports and territory alignment data.

2003 - Certification of Achievement in Microsoft Word, PowerPoint and Excel,

            Center for Educational Advancement, Flemington NJ

1987 - Associate Degree in Fashion Merchandising, Art Institute of 

           Philadelphia, Philadelphia PA

1983 - High School Diploma, Freedom High School, Bethlehem, PA

Furnished upon request 


