Kelly S. Fyock
923 S. Church St.
Martinsburg, WV.  25401
(304) 279-5985
 Kellysuewho28@aol.com


Employment History and Experience:

· Protection Strategies Inc. (Contractor for OS/OSSI Personnel Security of the Department of Health and Human Services – Rockville, MD)			11/13/12 – Present
  Office Administrator and Secretary to the Associate Director of Personnel Security
  Promoted to Junior Security Specialist November 2014

· Answer multiple line phones and serve as the central point of contact for Personnel Security
· Primary contact and coordinator for emergency preparedness and building evacuations
· Maintain multiple electronic calendars including the Associate Directors daily calendar
· Provide guidance and advise to managers and employees regarding a variety of administrative policies and regulations
· Direct internal and external visitors, callers and high ranking officials
· Process incoming material, including email, and determine which should be routed to the supervisor or appropriate staff members
· Provide programmatic and administrative support functions and coordinating correspondence and action items
· Perform a variety of office automation work, including word processing, in combination with general official administrative support and data entry
· Maintain metro card account for 10 metro cards, including refilling the cards and signing out cards and making sure they are returned and accounted for
· [bookmark: _GoBack]Assist the Associate Director with any administrative tasks that are needed, brief him every morning with the day’s schedule and tasks due, remind him of meetings and make the administrative arrangements
· Established and maintain an Office Administrator’s Office Manual to include detailed steps on how to do all office procedures
· Assist with tasks related to the department’s budget proposals, preparation and their presentation
· Inventory Management of all computer equipment and supplies
· Run bi-weekly and monthly staff performance and productivity reports 
· Use of various systems in Microsoft and other automated systems,  such as Security Manager, Locater, word processing, email, PowerPoint, Outlook, Excel, Visio and travel systems 
· Make sure all employees are up to date with any required training such as privacy awareness, information systems security awareness training, etc. and collect the training certificates
· Process new, transferring and departing employees in regards to their computers, office space, phone numbers, etc. through HHS Intranet, building management, ITIO and telecom. 
· Order and keep track of all office supplies including updating an office supply order tracking sheet for budget purposes
· Shipping and Receiving items
· Requisition items to replenish stocks to include justification for substitutes, new products or other non-routine actions
· Create and maintain contact lists, organizational charts, reporting graphs, building emergency rosters, seating chart floor plans, etc. 
· Provide back-up administrative support for other executive team members and staff as needed
· Arrange for equipment surplus pick up
· Serve as a point of contact for the project manager of Protection Strategies, Inc.
· Track daily attendance of staff and their whereabouts via an attendance board displayed in the office


· Ridgely’s Services, LLC	PT  9/2009 – 10/2011		FT  10/2011-6/7/2012
 Office Administrator, Secretary to Owner 
· Customer service including answering multiple line phones, e-mail correspondences, walk-ins, etc. 
· Bookkeeping - Performed and managed any and all office/administrative procedures and duties including  AR, AP and Payroll via QuickBooks
· Prepared bank deposits and ran end of day/month/year reports
· Reconcile petty cash, checkbook and credit cards
· Provided programmatic and administrative support such as making travel arrangements and preparing associated paperwork, coordinating correspondence and action items
· Maintained electronic and hard files and records on all correspondence, reports, and other materials for both vendors and customers
· Data entry and a variety of office automation work, including word processing, in combination with general official administrative support
· Typing correspondence, forms, reports, etc. in final form using a variety of automated software
· Managed and maintained supervisor’s schedule
· Mowed lawns, both residential and commercial (familiar with lawn mowing equipment)
· Assisted with hauling, rigging, moving furniture and whatever else our jobs entailed (familiar with forklifts and heavy machinery)
· Established and maintained an Office Administrator’s Office Manual to include detailed steps on how to do all office procedures


· Invisible Fence of Montgomery County		9/30/09 – 10/2011
 Office Administrator & Secretary to Owner
· Customer service including answering multiple line phones, e-mail correspondences, walk-ins, etc. 
· Performed and managed any and all office/administrative procedures and duties including AR 
· Provided programmatic and administrative support functions such as making travel arrangements and preparing associated paperwork, coordinating correspondence and action items
· Prepared bank deposits and run end of day/month/year reports
· Maintained files and records on all correspondence, reports, and other materials for both vendors and customers
· Data entry
· Typing correspondence, forms, reports, etc. in final form using a variety of automated software
· Scheduled all appointments and dispatch of a 3 man crew
· Managed and maintained supervisor’s schedule
· Inventory Management of all equipment and supplies 
· Utilized supply system to manage routine and mission unique material and equipment requests and identified reasons for transaction errors and failures
· Requisitions items to replenish stocks to include justification for substitutes, new products, or other non-routine actions
· Prepared inventory procedures, completed physical inventories and recording of inventory levels into the automated supply system
· Shipping and receiving of product
· Obtained stock numbers and other product and service data and determined proper substitutes if needed
· Prepared the technician’s toolboxes and schedules for the next day’s work making sure they have everything they need for each job
· Established and maintained an Office Administrator’s Office Manual
· Assisted the techs out in the field as needed (familiar with all hardware and machinery used to install and repair the product)

· Buckeystown Veterinary Hospital			8/2000 – 9/8/09 
	 Vet’s Assistant from 8/2000 until 4/2008 (full and part time)
· Care of animals in for boarding, sick, well & surgery
· Can properly and effectively restrain cats and dogs
· Assisted doctors with appointments, euthanasia, treatments and anything else they required
· Monitored anesthesia, gave injections, collected blood to run tests, x-rays (take and develop), performed dental cleanings, place IV catheters, and everything else from scooping poop to assisting in surgery
· General house cleaning, lifting and many other tasks
· Created a new inventory tagging process that was implemented and became the SOP for all inventory ordering  and restocking
	  
Promoted to Head Receptionist in April of 2008 (full time)	
	    Reception Team Leader with the goal of running the front desk more efficiently. 
· Customer service including answering multiple line phones, e-mail correspondences, walk-ins, etc. 
· In charge of six full time and two part time receptionists and their work schedules
· Re-organized the entire front desk area so that things ran more efficiently
· Created many different kinds of spreadsheets for tracking, reporting and organizational purposes 
· Updated many outdated forms that were used which resulted in less errors and money lost
· Communicated with the head tech in the back so that everyone was on the same page at all times
· Suggested many ideas and solutions to problems which my employer then implemented
· Provide expert advice to staff on administrative policies and procedures

· Colonial Sash & Door, Inc.			7/25/05 – 4/20/07
          Receptionist
· Walk in customer service and answered multiple line phones
· Maintained office supply inventory
· Filing and data entry
· Performed a variety of office automation work, including word processing, in combination with general official administrative support
· Prepared proposals using Microsoft Excel





· MAMSI (United Health Care)			3/2001 – 6/2005
	Customer Advocate
· Took back-to-back incoming calls in a call center environment
· Handled escalated callers
· Worked as an internal help line for the other call center agents
· Provide expert advice to staff on administrative policies and procedures
· Trained new call center agents including newly hired supervisors
· Worked on the Help Line for the company’s website
· Assisted both members and providers with their claims, bills, billing guidelines, benefits and eligibility and general questions and inquiries
· Receive and review documents for completeness and obtaining missing information in order to submit to the approval department
· Worked on the Employee Member Services help line with regards to MAMSI’s own employee’s benefits, claims, eligibility, etc…

· Frederick Veterinary Center			5/1998 – 8/2000
 Vet’s Assistant

Education/Vaccinations:

· Graduated with a high school diploma in 1996 from Burroughs High School in Ridgecrest, California
· General continuing education classes at Frederick Community College in Frederick, Maryland including Leadership Skills for Managers
· Rabies Vaccination provided by the Frederick County Health Department – proof can be provided upon request

Personal Skills and Qualifications:

· Completed and favorably adjudicated MBI background investigation on 3/20/2013
· 5 years of supporting senior level executives/business owners
· Expert skill level in Inventory Management
· Strong client, customer and vendor account management skills
· Team player, career oriented, independent and a self-starter with strong leadership skills
· Reliable, efficient, dependable, thorough, pro-active and can work well under pressure
· I give 110% and go above and beyond the call of duty and willing to learn any new skill in order to get the job done
· Excellent customer service, verbal and written communication skills and time management
· Superior organizational skills, strong attention to detail and the ability to effectively prioritize tasks and multi-task
· Can type 40 wpm and solid in 10 key stroke
· Highly proficient in QuickBooks, Microsoft Word, Excel, Access, Power Point, Outlook, Visio and Adobe Acrobat Professional
· Excellent management of multiple electronic schedules and multiple line phones
· Excellent in researching, problem solving and resolving issues 
· Very positive, passionate, and enthusiastic outlook and attitude
· Experience and knowledge of medical and dental billing and coding and familiar with HIPPA laws & confidentiality
· TIPS Certified to serve alcohol

References:

· David Peterson				(860) 933-9687
· David Hall				(301) 370-9111
· Kenny Pollock				(301) 748-4091
· John Ridgely				(240) 674-6438
· Joe Harkins				(240) 370-0011
· Charlie Hatchell				(301) 525-5859
· Sarah Moore				(703) 472-9147
· Niakeya Sappington			(301) 305-1746
· Erin Kleintop				(240) 674-1891
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