TERESA MOORE

6700 NE Madison Street

Suquamish, WA  98392

(360) 779-5908
T_moore2@hotmail.com

Highlights:     
· Accomplished professional with strong management, administrative and analytical skills related to domestic and international business responsibilities.
· Team player possessing innovative and creative thinking processes.
· Easily interfaces with all levels of management including VPs, Directors, Senior Level Executives, Managers and coworkers.
· Superb customer service support. 
· Consistently advanced to positions with increased responsibilities.
· Strong work ethic. 
· Easily functions in a fast paced environment. 

· Coordinated day-to-day problems according to departmental procedures.
Experience:    
The Boeing Company                                                                                                                                                   Staff Analyst/International Trade Officer                                                                    1999 - 2009

· Planned, developed, and tracked the short term and long term workload of five compliance personnel.
· Oversaw the work product of workload to include analysis of aerospace technology and assignment of classification numbers.
· Conducted complex research and analytical studies of a highly technical and specialized nature on critical issues of aerospace technology. 

· Developed and implemented project requirements saving The Boeing Company thousands of dollars in federal fines through measurements, reporting and controlling systems to improve systems.
· Researched information using a wide variety of local, state, and federal resources. 

· Prepared and presented comprehensive reports of findings on charts and graphs.
· Advised Manager of potential problems, trends or requirements for expanded services and status of current systems on an ongoing basis.
· Strong skills in research.
· Provided administrative assistant skills to business department(s).
· Managed teams to meet data transfer control processes, violations and analysis special projects.
· Coordinated program-wide compliance training.
· Provided licensing review for contracts, licensing and audits.
            VA Puget Sound Healthcare System                      
            Program Analyst/Clinic Manager         
            1997 – 1999
· Managed and oversaw the short term and long term work product of ten healthcare workers.
· Tracked and expedited work, coordinating contract resources as needed.
· Advised Manager of potential problems, requirements for expanded services and status of current systems on an ongoing basis.
· Provided healthcare support and office assistance to major business unit(s).
· Assisted physicians, social workers, and psychologists in a variety of functions.
· Shown to excel in all requirements as business unit(s) administrative assistant including correspondence, group therapy and PTSD grant review.
· Developed and implemented administrative procedures for staff, reception and executive assistant protocol.
· Provided crisis intervention, triage and liaison for in and outpatients.
· Understood relationships between system processes/programs, system parameters, files and data relationships for assigned products.
· Managed projects according to department standards. 
· Troubleshoots customer complaints and finds resolutions in a timely manner. 
· Provides exceptional research and customer service skills.
· Accessed data from existing systems and produced formatted reports. 
· Ability to organize, schedule, manage (chair) meetings and publish meeting minutes.
· Maintained sensitive records, as well as patient clinic files.
· Updated policies, procedures and regulations.
· Greeted visitors and escorted patients to physician office.

Naval Hospital Bremerton                                                                                    Clinic Manager/Administrative Assistant                                                                                                              1984 – 1997
· Managed and oversaw the short term and long term work flow and product of seven healthcare workers.

· Tracked and expedited work, coordinating contract resources as needed.
· Maintained smooth day-to-day operations of assigned clinic(s).
· Assigned duties and work schedules, and coordinates clinic staff for designated clinic(s).
· Evaluated clinic activities to ensure quality patient care, effective staff relations, and efficient customer service.
· Checked in patients greeting them and escort to physician office.

· Investigated and resolved patient and staff complaints. 
· Served as clinic administrative assistant in travel; correspondence; meetings; and transcription duties.
· Answered emails and phone calls related to the Mental Health Clinic.
· Participated in orientation and training of clinic personnel. 
· Provided crisis intervention. 
· Set the standard in customer needs.
· Responsible for control of sensitive files and patient records.
Education:      
College of the Siskiyou                                                                                      Weed, CA                                                                                                                   Major: Associate Degree - Library Science  
University of Phoenix                                                                                            Phoenix, AZ                                                                                                                Major: Business Management
The Boeing Company                                                                                         Everett, WA                                                                                                                Major:  Project Management

International Import Export Institute                                                               Phoenix, AZ                                                                                                                  Major: Certified U.S. Export Compliance Officer

Specialized Skills:   
· Advanced knowledge of Microsoft Suite and Database applications.
· Over ten years experience in the International Trade arena.
· Over twenty years in the business arena as an executive and administrative assistant.
· Working knowledge of Project Management processes.
· Skilled in leading diverse teams to develop policy and procedure.
· Skilled in analysis.
· Expert in International Trade Department of Commerce regulations.
