djkloss@verizon.net      Dorothy J. Kloss    325 Cascade Street    Erie, PA   16507    814-454-9437


OBJECTIVE: 

Seeking to contribute knowledge, experience and skills in a rewarding environment.

QUALIFICATIONS:
College Educated, Life Experienced, Organized, Dedicated, Loyal, Self Starter, Strong Work Ethic, 
Exercise Initiative, Continued Desire to Learn

TECHNICAL SKILLS:
· Microsoft Windows XT, MS Access, Word, Excel, Power Point, Front Page, Publisher
· Technical Writing / Instruction Manuals / Create On- Line Forms 
· Industrial & Commercial Photography for Documentation, Website Design & Advertising
· Familiar with advanced photo equipment, scanners, photographic software, presentation software and over-head equipment

· Built my own darkroom for developing film & printing from negatives including 35mm, medium & large formats

· Fine Art Photographer

EDUCATION:
	Erie Business Center
	Intro to Accounting
	5/04 – 8/04

	Erie Art Museum
	Intro to Dark Room Techniques and B&W Photography
	9/01 – 10/01

	NWPA Technical Institute, Erie, PA 
	MS Access Level 2 & 3; Mastering Access Dev. (Certificate)
	10/99 - 11/99

	NWPA Technical Institute, Erie, PA 
	PC Maintenance & Networking Fundamentals (Certificate)
	10/98 - 11/98

	Tri-State Business Institute, Erie, PA 
	Personal Computer Specialist (Diploma)
	8/95 - 2/96

	Westminster College, New Wilmington, PA 
	Bachelors Degree in Music
	1/76 - 6/79

	Mercyhurst College, Erie, PA 
	Music Major
	9/74 - 12/75


EMPLOYMENT HISTORY:
WEST
12/1/2008 – present

Position:
Teleservices Rep (Customer Service/Sales) 
Career Advantage (ICT)
10/1/2008 – 10/31/2008

Position:
Market Research (temp) 
Volt Services (Barber Center)


Position:
Data Entry  (temp)
6/3/2008 –7/25/2008
Volt Services (Erie Insurance)


Position:
Data Entry  (temp)
3/18/2008 – 5/16/2008
Volt Services (Achievement Center)


Position:
File Clerk 
2/15/2008 – 3/7/2008
Infinity Resources (Erie Press Systems)
7/17/06 – 8/20/2007

Position:
Archiving Clerk 


Responsibilities:
Scan 40,000 Engineering Drawings/Blueprints & log into computer (temp)
Volt Services (Erie Insurance Group)
6/19/06 – 6/29/06


Position:
Data Entry (temp)
Career Concepts (Plastek)
11/30/05 – 4/27/06

Position:
Press Operator (temp)
Executive Pulse Business Retention Technologies
6/8/05 – 11/22/05


Position:
Technical Writer/Documentation Specialist 

Responsibilities:
Create manuals for proprietary software; format surveys
Olsten’s Staffing (Executive Pulse Business Retention Technologies)
3/14/05 – 6/7/05

Position:
Technical Writer/Documentation Specialist (temp)
Career Concepts (Plastek)
2/18/05 – 6/7/05


Position:
Press Operator (temp)
Pride Staffing Services (Caron Enterprises, Lake City Pa)
11/15/04 – 1/21/05


Position:
Electronics Assembly (temp)
Express Personnel Services (Steris Corporation)
8/4/04 – 9/6/04


Position:
Data Entry (temp)
Career Concepts (various plastics factories – Press Operator) 
3/1/03 - 7/27/04
Port Erie Plastics 909 Troupe Road • Harborcreek, PA 16421
7/14/02 – 3/1/03
Position:

Press Operator
Olsten Staffing Services (Port Erie Plastics)
3/16/02 – 7/14/02


Position:

Press Operator (temp)
Select Business Services (Credit Bureau, 155 West 8th Street, Erie, PA 16501)
3/25/02 – 5/1/02
Position:

Data Entry (Analyzed & Typed Mortgage & Deed Information into Computer Databases)
Express Personnel Services (Print Communications) 
1/17/02 – 3/7/02
Position:
Part-Time Mail Room Assistant (temp)
Responsibilities:
Operate Copy Machine, Operate Envelope Sealer, Collate, help when/where needed. 

CDI Corporation (Lord Corporation, Mechanical Products Division)
1/31/99 – 9/2/2001

Position:
Test Technician – Production (Lab) Department (contract employee)

Responsibilities:
“Dynamic” testing of elastomers to verify conformance to requirements 


Operate hydraulic (Dynafast) and electro-dynamic shakers



Operate hydraulic “damper” and MTS Test Machines  


Digital Photography of machine setups
CDI Corporation (Lord Corporation, Mechanical Products Division)
10/29/97 – 9/2/2001

Position:
Manufacturing Projects Assistant – Manufacturing Department (contract employee)

Responsibilities and Accomplishments:

· Inventory tooling used in the manufacturing/production areas 

· Maintain Tooling Inventory System

· Conduct internal tooling audits for customer/government owned tooling 

· Locate lost tooling by using computer skills (spreadsheets), researching Lord Intranet systems, reading blue prints
· Assist in preparation for AS/QS 9000 certification 

· Develop a Tooling Inventory Management/Tracking System

· Coordinate ISO Training Sessions (plant-wide) for new system

· Train personnel in ISO requirements for new system

· Analyze tooling “In -House Delivery System” for possible improvement/documentation

· Developed  a “Work Instruction Manual” for documenting New Tool Delivery System

· Assisted in researching possibilities for ‘On -Line’ documentation 

· Photographed product test results using advanced digital photography and special lighting techniques

· Developed a computer filing system for digital images
· Videotaped training sessions for documenting new equipment operating procedures
Erie Historical Museum & Planetarium, 356 West 6th Street, Erie, PA 16507
10/13/97 - 3/20/98


Position:  
Museum Secretary/Receptionist 

Responsibilities:  Set up and maintain new computer file system

Design and maintain all databases using Access

Design Invoices and other forms using Excel / Word

Design and prepare Newsletter using Publisher

Manpower (YWCA of Erie, 4247 West 26th Street, Erie, PA) 
9/9/97 - 9/30/97
Position:   
  Office Assistant
Responsibilities:    Create/Maintain membership database files


  Design queries for database


  Work with reports, mail merges

Research fundraising software for non-profit organizations

CDI Corporation (Lord Corporation, Mechanical Products Division)
5/11/97 - 8/22/97
Position: 
Tooling Inventory Specialist (contract employee)
Responsibilities:  
Assist in restructuring manufacturing/production storage area


Research product sales history for obsolete tools


Create/compile tooling database

 
Prepare storage racks for inventory 

Olsten Staffing Agency (Zurn Industries, Inc., Mechanical Drives Division, 1802 Pittsburgh Avenue, Erie, PA)
7/30/96 - 4/17/97

Position:
Office Assistant (temp)
Infinity Resources Temporary Agency (Yates Company Plastic Extruders)
7/8/96 - 7/29/96 

Position:  
General labor (temp)
Responsibilities:  
using grinder/buffing machine, using calipers.
Heintz Business Services, 515  Baldwin Building, Erie PA 16501
5/28/96 - 6/28/96


Position:
Credit Searcher
Responsibilities:
Research and analyze mortgages and deeds

Recording and filing the data

Infinity Resources Temporary Agency (Potratz Greenhouse)
4/16/96 - 5/27/96
Position:  
General Labor (temp)
Interim Personnel Temporary Agency (Nationwide Insurance Company)
3/11/96 - 4/3/96 

Position: 
Office Assistant (temp)
Responsibilities:
General Office Work
Organ Supply Industries, 2320 West 50th Street, Erie PA. 16506
10/79 - 6/6/95



Position:  
Voicer
Responsibilities:  
Tune and regulate speech of pipe organ pipes


Be able to work with my hands/hand tools


Use some calculating/measuring instruments


Analyzing and solving problems in relation to sound

Demonstrating my work to clients

Keeping detailed records

