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Work

Experience:
Argonne National Laboratory, Argonne, IL

2012-Present
Assistant Division Director – Materials Science Division


Responsible for the effective execution of a complex range of mission support


activities in areas such as, but not limited to financial, human resources,


procurement, environment safety and health, records, space and business


operations/administration, requiring creativity, interaction with management, 

coordination across organizational lines and leadership of experienced 

professionals.

2006-2011
Assistant Division Director – Intense Pulsed Neutron Source Division
Responsible for the efficient administration of IPNS in the areas of financial management and control, the division’s environment, safety and health program and quality assurance program.  Assist in budget planning, develop and analyze cost/budget and financial information, and maintain budget records and reports.  Assure that the IPNS division’s ESH program effectively addresses the variety of hazards faced by division personnel and facility users and is effectively implemented and coordinated with oversight agencies.
1998-2006
Sr. Executive Assistant, ESH/QA (2004-2006), ESH/QA Coordinator (2003-2004), ESH Coordinator (1999-2003), Safety Program Coordinator (1998-1999)

Responsible for the IPNS environment, safety and health program and quality assurance program with increasing responsibilities and authority.  Manage the development, implementation, operation and compliance of the IPNS ESH policies and procedures, including radiological protection and environmental compliance.  Ensure that Integrated Safety Management was effectively implemented at IPNS.  Lead person for all ESH related audits and assessments.  Maintain a safe working environment for IPNS personnel, users and visitors with a goal of zero recordable incidents.  
1992-1998
Staff Assistant for IPNS Division Director and Assistant Division Director performing special activities such as coordinating IPNS public relations activities which included organizing conferences, co-editor of conference proceedings, preparing and maintaining IPNS instrument web pages and poster displays, and editor of IPNS Progress Reports.
1990-1999
IPNS Scientific Secretary responsible for managing activities of the IPNS proposal system and IPNS Program Advisory Committee; wrote and produced the user training and managed the user-training program; assisted division director with user reporting statistics; participated in the User Facility Administrators meetings and gave presentations on the IPNS User Program. 
1964-1992
Various secretarial and administrative positions.
Education:
Bachelor of Arts Degree, Business Administration, January 1990


Lewis University, Romeoville, IL

Recognitions:
Recipient of the University of Chicago Distinguished Service Award and four Pacesetter Awards.
Special skills:
Familiar with all Argonne Applicationsfinancial and ES&H systems, the Property Management System, Chemical Management System, WMS Requisition System, and Procurement and Requisition Integrated System.
