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VOLUNTEER COORDINATING CCMMrrrEE

TOWN OF AcTON
472 MAIN S-r~srr
AnON, MA 01720

(976)264-9612 TEI.IPHONE
(976) 264-9630 FAX

TOWN OF ACTON VOLUNTEER APPLICATION

Residentsinterestedin servingon a Town Board,Committee,or Commissionare requestedto completethis
form andforwaTd it to the Office of the Town Managerat the Acton Town Hall.

(Pleaseprint or type)

Title
Mr.~)Ms. Dr.

LastName
~T$k~

First Name
i~iftwf\

Date
~

Middle Initial
i4~

v5

StreetAddress HomePhone BusinessPhone
~j~L~LQuU

zc-wwA~ic-vQx
Lf-~9Lg3

s~ec~du~
. — -

~m.44LflflR’~S4:.
Pleaserefer to the other sideof this sheetand indicatebelow, in orderof preference,theBoard,Committee
or Commissionthat is of interestto you: &LX k~T(~tIQ—N4---- (POL.( jJ CL!

Haveyoupreviouslybeena memberof a Board,Committeeor Commission(eitherin Acton or elsewhere)?
If so,pleaselist the Boardnameandyour approximatedatesof service: ~JC

Do you haveany lime restrictions?_________________________________________________________________________

Are you a U.S.Citizen?jLES How longhaveyou lived in Acton? VY~13 In Massachusetts?______

Presentoccupationandemployer(Optional:Attach resume)~— -

U *t~@A ~t ~4g’ 4- L~ S -c
<~—f~or.H6~T~

Do you or your employerhave anycurrent or potentialbusinessrelationshipwith theTownof Acton that
could createa conflict of interest? ~ip

Educationor specialtraining: 2~,S HS~A

Pleaselist below any additional informationor commentsthat mayhelp in the matchingof your interests
with the most appropr

/~S~±€S
A~kL4-sL

iateBoard/Committee,
S~C~HCCL

H

suchas civic exper
C2uL}6-L

EH&EeR~

ience,specialinterest/hobbies,etc:
~



TOWN OF ACTON VOLUNTEER BOARDS. COMMITTEES AND COMMISSIONS

Acton CommunityHousing Historic District Commission
Acton-BoxboroughCultural Council Historical Commission
Aging, Councilon MetropolitanAdvisory PlanningCouncil
Appeals,Boardof MinutemanHomeCare
Assessors,Boardof MinutemanVocationalSchoolRepresentative
CableAdvisory Committee PersonnelBoard
CemeteryCommission PlanningBoard
Commissionon Disabilities Public CeremoniesCommittee
ConservationCommission RecreationCommission
Fair HousingCommittee SouthActon RevitalizationCommittee
FinanceCommittee Town ReportCommittee
HanscomField Advisory TransportationAdvisory Committee
Health,Boardof VolunteerCoordinatingCommittee

Thank you; if you have questionsor would like moje information, please contact a member of the
Volunteer CoordinatingCommittee. Currentmembershipmaybe obtainedthrough the Town Manager’s
office atTown Hall, 264-9612.

The spacebelowis for useby the VolunteerCoordinatingCommitleeand the appointingbody to recordthe
statusof your application.

VcC INTERVIEW APPOINTING Booy -

Applicant Called 3 / ci ~/// Selectmen/ ManagerI Moderator

ScheduleDate& Time c~f;~~:/i cc ;c//3 1/InterviewDate ______________________

Recommendation __________________ AppointedDate ______________________

Term __________________

BOARD, COMMITTEE OR COMMISSION

________________________________________Member/ AlternateMember/ AssociateMember

________________________________________Member/ AlternateMember/ AssociateMember

________________________________________Member/ AlternateMember!AssociateMember

________________________________________Member/ AlternateMember!AssociateMember

NOTIFICATION OF APPOINTMENT

RecommendationSent __________________ Receivedby VCC

CommitteeNotified

No openingsat this lime ApplicantNotified



S.

Jana Kertzner
173 Willow Street

Acton,MA 01720
(978)264-9483

jana.kertzner@verizon.net

Experience:

FinancialAnalyst
Alpine PropertyManagement,Concord,MA

6/2004— present(part-time)

• ManageFinanceDepartment
• Performmonthlyaccountreconciliations
• AIR
• A/P
• Interactwith our legal counselor

Re: defaultaccounts

Medical Receptionist/EmersonHospital, Otolaryngology

1/2003— 5/2004(part-time)

• Managepatientmedicalrecordsfor two physicians,two audiologistsacross
threeoffices

• Scheduleappointmentsandsettlepatientfinancial obligations
• Supportlabsand specialmedicinedepartments(submitcultures,schedule

researchstudies,CAT scans/MRIs, X-rays,obtainblood panels,etc.)
• Managedoctor—patientcorrespondence

SeniorCustomerServiceandLogisticsRep/SalesDept.
CharteredSemiconductorManufacturing,Inc., Waltham,MA
(SingaporeTechnologies)

8/1997— 12/2002

• Managedaily logisticsfor semiconductoroperationsof volumeproductionfor
severalEastCoastaccounts($20M/annualrevenue)

• Issuequotes,resolvingall priceandbudgetrelatedproblems
• Plan procurement,productcost,inventorymanagement,andcycletime

reduction



~1

• Overseeback-endmanagementofoutsourcedmanufacturing(probe,
assembly/packagingandfinal test)includingall aspectsofcost, quality,
serviceanddelivery

• Negotiatewith subcontractors,theiron-timedelivery,andproductqualityand
reliability (supplychainmanagementandprocurement)

• MarketCharteredto CanadianandEastCoastcommercialcustomersandto
US basedcompanieswith governmentalcontracts

• Ensureregulatorycompliancewith export/importandISO tariffs
• Work with customersto meettheirtechnologyneedsusingourrespective

existing roadmaps

1993— 7/1997

WangLaboratories,Inc. (formerly Bull HN InformationSystems,Inc.)
RegionalVAR ContractsAdministrator/Billing Manager

• Managecustomerbaseof 2000+accountsgeneratingover$9M in annual
revenue

• Invoiceandprovideon-goingaccountingsupportfor all Southernregion
accountsand10 majornationalVARs

• Preparefinancialstatements,reviewandreconcilecommissionreportson a
monthly basis,signup newandmaintainedexisting contracts,analyze
regionaltrends,anddevelopspecializedrevenuereportsfor SalesMgt to
assistin analysisofcompanycustomerbase

• Maintain accountsreceivable:collectoverduebalances,researchvendor
complaints,issuecredits,andconsolidateaccounts

• Assist in planningandimplementationof companyacquisitions

1992 — 1986 Bull SA, Billerica, MA (formerly Honeywell)
FinancialAssistantto theVP andController
ExecutiveAdministrator,BostonCross-ProductEngineering(SBU)

Education:
M.S. in (Business)Administration
BostonUniversity,Boston,MA

B.S. in ProfessionalStudies(Finance)
BostonUniversity,Boston,MA

B,A. in Hotel andFoodManagement
Prague,theCzechRepublic

ComputerSkills:
All Microsoft Office andE-mail products
Oracledatabasemanagement


