Y BENJAMIN LEE

' Regulatory Assistant

e PROFESSIONAL SUMMARY

Accomplished Regulatory Assistant with a decade of experience in
compliance management and regulatory documentation. Expertise
in liaising with stakeholders and ensuring compliance with industry
standards. Proven ability to streamline processes and enhance
operational efficiency, dedicated to supporting regulatory initiatives
that drive organizational success.

@ WORK EXPERIENCE

Regulatory Assistant 88 Apr/2018-Ongoing

Maple Leaf Consulting X Toronto, ON

1. Served as the primary liaison between regulatory bodies and
internal teams, ensuring clear communication and compliance.

2. Managed and organized regulatory documentation, facilitating
smooth submission processes.

3. Conducted regular audits of compliance practices, identifying areas
for improvement.

4, Coordinated training sessions to educate staff on regulatory
updates and compliance requirements.

5. Prepared comprehensive reports for management on compliance
status and regulatory changes.

6. Collaborated with cross-functional teams to develop and
implement effective compliance strategies.

7. Monitored changes in regulations to ensure ongoing compliance
across all departments.

Regulatory Assistant 88 Apr/2015-Apr /2018

Cactus Creek Solutions X Phoenix, AZ

1. Assisted in the preparation and filing of Safety Data Sheets,
ensuring compliance with OSHA regulations.

2. Generated and maintained accurate records for audits, improving
the readiness for inspections.

3. Supported the management of field trials in accordance with
regulatory guidelines.

4. Prepared documentation required for shipping specialized
equipment, ensuring compliance with customs regulations.

5. Conducted research on regulatory requirements, providing insights
to management for strategic planning.

6. Created and updated compliance manuals, ensuring all staff had
access to current information.

() EDUCATION
Bachelor of Science in Regulatory Affairs & Apr/2012-Apr /2015

University of Southern California X Toronto, ON

Focused on regulatory processes and compliance in various
industries.
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€) INTERESTS

& Podcasts (& Language Learning

JJ Dancing &% Cycling

() STRENGTHS

LANGUAGES

'80%, '80%, '80%,

English Russian Japanese

€) ACHIEVEMENTS

“fy Successfully coordinated over 50
regulatory submissions, ensuring timely
compliance with all relevant standards.

“fy Implemented a new tracking system for
regulatory documents, improving retrieval
efficiency by 30%.
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