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OBJECTIVE: To work in the position of an Administrative Professional, where exceptional ability to multi-task, solve problems, work effectively in a team, and meet deadlines are required in providing outstanding administrative support to customers, supervisors and managers.
Security Clearance: TS/SCI with CI Poly
EducatioN:
 
University Maryland Global Campus, Adelphi, Maryland 20783
Psychology major with a law for business minor- currently pursuing
Neumann University, Aston, Pennsylvania 19014
Completed 1 year of coursework towards Criminal Justice, May 2013
 
Glen Burnie High, Glen Burnie, Maryland 21060
High School Diploma, June 2012
· Honor Roll- Graduated a year early

Professional Experience
Favor Tech Consulting- Human Resource Staff Officer December 2019-Current

Contractor Position- SCIF
· Accountable for drafting, processing, cataloging, filing, and maintaining correspondence and other documentation

· Written communication including military and civilian letters, internal/external memorandums, enclosures and endorsements, transmittal letters, award recommendations, tracking of meeting minutes, talking papers background papers, fact sheets, point papers, and briefing papers

· Sub-tasks duties will include the preparation of classified and unclassified mail, packages for mail/distribution/courier, assembling completed correspondence and documentation for review, approval, and signature; and placing office copies in official files

· Liable for drafting, collecting, tracking, and monitoring contractor security packets within the clearance process and communicates status to all stakeholders

Zenetex- Administrative Assistant August 2019-September 2019

Contractor position- SCIF
· Coordinated and tracked a variety of documents for internal review and approval.

· Entered data into Microsoft Excel spreadsheets and validated for accuracy.

· Prepared all manner of correspondence using Microsoft Word.

· Facilitated proper handling and distribution of documentation used to conduct business.
· Assisted in the implementation of formal Records Management process within the office to include uploading, organizing, maintaining, and retrieval of electronic documents and records.

· Contributed to the overall function and performance of the office to include answering phone calls and managing calendars, assisted with travel and expense reports, coordinated, meetings, and formatted presentations.
General Dynamics Information Technology- Lead Assistant June 2018-August 2019 

Contractor position- SCIF 
· Utilized strong writing skills to relay important policies/announcements to Civilians, Contractors, and Military personnel.
· Submitted Service desk tickets via Remedy.
· Contacted the help desk on multiple occasions to submit tickets via phone and email. 
· Maneuvered office equipment such as fax machines, copiers, and phone systems, and use computers for word processing, database management, and other applications.
· Supervised the work of team MSA’s in the areas of grammar and spelling.
· Answered phone calls and direct calls to appropriate parties or take messages.
· Created 1 paged customer guides with course information such as enrollments, the Candidate Tracker process, and FAQ’s.
· Trained new MSA’s on policies and processes to support the customer (e.g. customer friendly email responses, familiarizing on the proper POC’s to send enrollment request to).
· Prepared talking points to brief Chiefs and/or Deputy Chiefs to deliver MAJESTIC database updates.
· Generated NEO packets for incoming students, as well as sign-in sheets and rosters every other week.
· Remained as the Subject Matter Expert for old and new processes.
· Managed system updates to specific databases (i.e. MAJESTIC, MyTraining, ELM).
· Renovated SharePoint with current policies.
· Worked in SharePoint to rename and reorganize information to produce a customer friendly Training page.
· Utilized Go Tiny to create Homepage Posts (Workforce need to know).
· Coordinated Course Enrollments.
· Updated office Phone listings.
· Led meetings with management to assess new training requirements and determine best approaches to meeting customer requirements.
· Formulated training metrics for senior management. 
· Established and professionally manage extensive cross-Agency network of contacts.
MBA CSI- Mission Support Administrator, August 2016 –June 2018
Contractor Position-SCIF 
· Managed SharePoint to provide easy access information to the building.
· Utilized office equipment such as fax machines, copiers, and phone systems, as well as computers for word processing, database management, and other applications.
· Submitted Service desk tickets via Remedy.
· Tracked the status of tickets via the service desk webpage.
· Contacted the help desk on multiple occasions to submit tickets via phone and email. 
· Revised work of MSA’s in the office to correct grammar and spelling by staying focused and observant.
· Answered phone calls and direct calls to appropriate parties or take messages.
· Arranged meetings with OSO’s, MDC’s, and course contacts to discuss new processes as well as present new information (e.g. new training requirements, new team members, and course equivalencies).
· Supervised and trained other MSA’s for employee training by scheduling training or organizing training material.

Flash Technology Group- Training Support Specialist, January 2016 – August 2016 
Contractor Position- SCIF
· Organized and developed, or obtained, procedure manuals and materials such as handouts. 
· Contacted the help desk on multiple occasions to submit tickets via phone and email. 
· Answered phone calls and directed calls to the appropriate parties or took messages.
· Aided Learning Facilitators with setting up classrooms.
· Devised sign-in sheets for multiple classes via ELM (e.g. NEO, EEOD).
· Gathered class attendance and maintained attendance records.

Eagle Environmental Services- Security Escort, May 2015- November 2015 
Contractor Position
· Distributed directions and other pertinent information to visitors.
· Monitored and authorized entrance and departure of employees, visitors, and other persons to guard against theft and maintain security of premises.
· Circulated among visitors, patrons, or employees to preserve order and protect property.
 
Ulery Dental-Receptionist, November 2014 – May 2015
· Worked office equipment such as fax machines, copiers, and phone systems.
· Utilized computers for spreadsheet, word processing, database management, and other applications.
· Answered telephones and give information to callers, take messages, or transfer calls to appropriate individuals.
· Greeted visitors or callers and handle inquiries or direct to appropriate contact.
· Scheduled and confirmed appointments for clients.
· Filed and maintained records.
 
UPS-Billing Clerk, May 2014 – December 2014 
· Compiled, sorted, and verified accuracy of data before it is entered.
· Located and corrected data entry errors, or report to supervisors.
· Compared data with source documents, or re-entered data in verification format to detect errors.
· Verified accuracy of billing data and revised any errors.
· Performed typing, adding, and calculating on billing machines.
Miss Bobbie’s Daycare- Secretary February 2009- June 2012
· Created and managed sign in sheets to keep accountability of students entering and exiting the facilities 

· Maintained the weekly schedule for employees to ensure the teacher to student ratio adhered to CDC guidance 

· Maintained medical history for students to ensure safety for all at risk students 

· Maintained records

· Received phone calls, recorded notes, and distributed mail regarding early dismissals, school closures and other pertinent information 

· Handled the superintendent’s calendar and scheduled meetings with staff, parents and outside agencies 

· Utilized Microsoft office programs to organize group activities, create lesson plans and create flyers for upcoming events 

· Maintained the facilities appearance by decorating seasonally, stocking the kitchen, and ensuring the building was serviceable at all times
  
 
Skills: Proficient in Microsoft Word, Power Point, Microsoft Outlook, SharePoint, Solid Writing skills, Great attention to detail
Awards: Received three Certificates of Appreciation, all for providing great customer service, great multi-tasking skills, awareness of protocol and procedure, as well as receiving and maintaining a strong relationship with different POC’s to accomplish mission.[image: image2.png]
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