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Tuesday, September 23 2014


Objective: CNC Machinist - Tag Team Manufacturing


Experience: 
09/07/2009 to 01/13/2012   Durham School Services               Warrenville, IL
Position: School Bus Attendant- Part-time: The Philadelphia School District: Route Operation Report, Ridership Attendance Log.

07/2010 – present (part-time), Administrative Professional: Founder / Owner / President of (non-profit) The Participation of Management Development in Modern Labor; Research & Development: Registered Apprenticeship: Women in Apprenticeship Non-Traditional Occupations, Project Management and Coordination, (on-the-job training); IRS (Non-Profit 501 (c)(3); HUD-HRE / FHA, Learning Management System, Real Estate Math, Seminar Real Estate License; HUD / FHA APPRAISAL TRAINING: MPR & APPRAISAL REQUIREMENTS; Boot Camp: Mortgage Protection Insurance, Bucks County Home Buyer Counseling, HUD/FHA, Fannie Mae, Freddie Mac, Vendors Procurement, Contract Bids, Promotion Event, Skills USA, United States Postal Service – Survey.

11/06/2007- 01/18/2008 Macy’s East                               Springfield, PA
Early Morning Merchandise Team Associate - Merchandise Team Associate – stock merchandise in home dept., for junior, kids, baby and end of the year inventory. Customer Service the execution of non-sales related task, special store operating procedures, merchandise new receipts, merchandise presentation, organize clearance areas, maintain stockroom areas, placement for sales promotions, complete all merchandise transfers, returns to vendors damages, execute markdown pricing strategy, clearance merchandise an the placement of tables and fixtures for promotion event.

04/2007-present (part-time), Administrative Professional: Founder / Owner / President of (for-profit) Theresa’s Tailoring Loft, new LLC; Research & Development: Manufacturing Extension Partnership (MEP) Projects-Strategic Growth Areas; Department of Labor: OSHA’s Strategic Partnership Program, (Guidance for) Apprenticeship and Training Plans; OSHA Safety Committee Operation (Hazard Inspection, Incident Investigation, Ergonomics Prevention); Cooperative Agreement, Copyrights, Patent, Trademark / Service, Mark Application, Principal Register; ADP Payroll Full Service; Project Management and Coordination, (SBDC) Small Business Development Center – Temple University – Survey; Dun & Bradstreet Credibility Corp. – Survey. State of Delaware Business License: Manufacturer – Apparel & Textiles, draw blue print of various office spaces diagram, bid proposals, vendors procurement, contract bids and inventory, promotion event; Disadvantaged Business: SBA 8(a), DBE, (etc.); (USWCC) U.S. Women’s Chamber of Commerce; Boilermaker National Apprenticeship Program: Boilermaker Apprenticeship Construction Local Union #13, and Union Plus / Working America.
02/2007 – 03/2007   Versatility Apparel Contractor                 Tullytown, PA
Sewing Machine Operator - double needle on drapery, curtains and quality inspections.

10/02/06 – 01/05/07    Pyramid Staffing Service                     Broomall, PA
Assignment: (State Farm Insurance), Lawsuit Department: Clerical – Claim Service Support Team. Open, sort, stamp date mail and deliver within suit department; search for files, update the file with new documents, and re-file folder and folder jackets, within filing system organize, in numeric order, pull files for Claim Representatives.                                          Concordville, PA

02/01/06 - 04/21/06 Alutiiq (Federal Contractor)                  Chesapeake, VA
Assignment: (DAPS) Document Automation & Production Service within the Defense Supply Center Philadelphia - General Clerk III: Front Desk Receptionist – switchboard; customers service orders – writer up (DOD) printing requisition  / order; Accounting (Database) DAPS Online Billing; (Database) DWCF – MIPR - Funding Document; NEDS06 (Naval Manual) Excel: Master updating; create file system for Fort Monmouth, NJ; procurement, create report black & white v. colors spreadsheet; 10 key adding tallying production black & white  v. colors, apply problem solving skills, and team work production.               Philadelphia, PA

10/17/05 – 01/26/06 Uplift Personnel Services, Inc.             Philadelphia, PA
Assignment: (Prudential & Financial) Clerical – medical underwriting / disability underwriting dept.; prepping photocopy - Group Insurance; deprepping –Life New Business; slicing and sorting - Shares Services; deprepping Mutual Funds & Annuity; Post Office mail extraction – Group Medical; Post Office mail extraction – Life Insurance, sort documents, check manifest, data entry (SOR-tracking policy numbers), Lotus Notes 6.5 and team work production.  Dresher, PA

11/30/05 – 12/30/05 Placement Pros Personnel Service                Westford, MA
Assignment: (Aetna) Clerical – medical economics unit; open, sort mail, faxes for diabetic log, and childhood immunization log. Data entry using Excel, Access and Outlook e-mail.                                          King of Prussia, PA

03/28/05 – 04/01/05 LLyod Staffing                                   Blakely, PA
Assignment: (Aetna) Clerical - open and sort mail; end of the year retirement update survey, and telephone customers for missing information, and data entry.                                                                    Blue Bell, PA

01/27/05 – 02/04/05 Uplift Personnel Services, Inc.             Philadelphia, PA
Assignment: (TMH Associates – Architect Firm) Clerical – type correspondence into Manual format using Word; Proofreading, Editing, organize housing blue print files and answer the telephone in professional manner.    Philadelphia, PA

08/16/04 - 09/24/04(FEMA) Federal Emergency Management Agency      Essington, PA
Assignment: Mitigation Branch - Temporary Administrative Assistant: Type correspondence using Word and Excel; Hazard Mitigation and Joint Task Force. Executive Summary, e-mail correspondence through Outlook. U.S. Department of Homeland Security: FEMA/PEMA Stationery Guidelines, (NFIP) National Flood Insurance Program, Vital Records Management, Procurement. Customer Service Training - Certificate of Completion; Safety Orientation – Certificate of Completion; Certificate of Appreciation; Logistics Branch - Temporary Administrative Assistant: Switchboard Operator, Access Database; Excel update DFO telephone list Joint Field Office. US Postal Mail UPS, FED-EX; update postage machine and log incoming mail.


06/16/04 - 08/13/04 Silk Abstract Company (New Vision PA Title) Philadelphia, PA Temporary Clerical position: Post Closing Department: search update mortgage files, insert mortgage packages, HUD, NOTE, AFFIDAVITS, other important documents, assist in closing, and transactions. Title Express Software, copying and preparing HUD documents thru FED-EX deliverer. Bank deposits, Fed-Ex deliverer and drop mail at post box. 

06/11/03 - 6/27/03 Berean Banking Center of Advance Bank formerly (Berean Bank) Philadelphia, PA   Temporary Front Desk Receptionist: Professional communication skill, exceptional customers’ service. Multi-line telephone, voice mail; greet employees, clients, customers and.

04/25/03 - 05/30/03 Careers Express Temporary Service        King of Prussia, PA
Assignment: Temporary Customer Service, (David’s Bridal) Outbound calls to regional stores for Bride & Bride’s Maid Dresses.  Flower girl dresses, accessories, route the item to another David’s Bridal Store.    Conshohocken, PA

10/99 - 06/02 Berean Bank                                      Philadelphia, PA 
Administrative Assistant: AVP / Corporate Secretary / Human Resource, and the President / CEO. Team work: Accounting, Human Resource, Mortgage / Lending, and Banking. Front Desk Receptionist and Preparation for Committee Meetings and the Board as a whole. Software: MS Word, Excel, PowerPoint, Outlook, G’Neil Attendance Controller, ADP payroll, AP / AR and general ledge; Compliance, Audit, Financial Statements and spreadsheets experience. Mailroom clerk: assist in closing, transactions, sort incoming mail, open, stamp date, deliver to departments and update postage machine US Postal Mail, Fed-Ex, and UPS shipping and receiving. Type correspondence, update-filing system, vital records management, update all regulatory handbooks; bid proposal, inventory control, purchasing office supplies; facilities maintenance, procurement and vendor contractor relations.

08/05/1999 – 10/03/1999 Drexel University                       Philadelphia, PA 
General Office Clerk – customer service, filing, faxing, copying and internet research.

10/21/1998 – 02/02/1999   Gary Barbera’s Chryslerland           Philadelphia, PA
Scheduling Receptionist – update filing system, warranty polices insured customer satisfaction.

04/24/1989 - 12/31/1997 Chestnut Display System                 Philadelphia, PA
Manufacturer POINT-OF-PURCHASE RACK, (Supermarket Chain); Tool & Die Machinist: Machinist Union Local 98 – draw and read blue print, die, scribe, tap, drill, and thread; jig creator, wood layout and pattern layout, piece-rate, spot weld, mig welding, and arc torches; Lead shear operator and supervisory experience. Works with all materials color polystyrene, sheet metal gauge 10, 12, 16, 18; aluminum, steel, brass, copper, wire, wood, angle iron, hand tools, power tools, drills, jig saw, sander, wet saw, grinder, form metal and wire gauge 4, 6, 8; punch press, brake and hand brake manual machine, indoor overhead crane operator for transport of materials- equipment of the crane: heavy duty cable wires, chains & straps; procurement, ups shipping & receiving and year end inventory. Own tools and steel toe boots.

08/1986 - 12/1988 Kiefer Temporary Service                     Philadelphia, PA
Secretarial Temporary Assignments: Septa Transportation – procurement, accounting, notes currency processer; McDonald Douglass Truck Services – A/R, A/P, Typing correspondence, update filing system; Rumsey Electric Company: File Clerk.

1982-1989 DMC Manufacturer Company – Manufacturer POINT-OF-PURCHASE RACK, (Supermarket Chain); Machinist Union Local #98; Lead Shear Operator & Shear Helper: read & draw blue print, cut aluminum to size, riveting, production worker, indoor overhead crane operator equipment of the crane: heavy duty cable wires, chains & straps, and year end inventory.

1980-1982 Dupomt Import & Export Industrial: Clerical – clothing cutter, stencil, stamp bails, procurement & inventory count and shipping / receiving.


Education: 
10/2014 Full-time Fall Semester - Red Rock Community College     Lakewood, CO
Small Business Start-Up, Real Estate Construction, Manufacturing, Emergency Management, etc.
                  
12/05/2013 SBA 8(a) Certifications: Business Development Program, Federal Contracting; 10/30/2013 Boilermaker National Apprenticeship Program: Boilermaker Apprenticeship Construction Local Union #101, #13; 09/12/2013 Keller Williams Real Estate: Seminar Real Estate License; 08/22/2013 HUD / FHA APPRAISAL TRAINING: MPR & APPRAISAL REQUIREMENTS; 06/21/2013 Boot Camp – Symmetry Financial Group: Mortgage Protection Insurance, King of Prussia, PA; 05/18/2013 Bucks County Home Buyer Counseling, HUD/FHA, Fannie Mae, Freddie Mac, Real Estate Math, transactions and Certificates; 11/2012 – Present: HUD HRE Online Learning Management System, (Credit); TA Provide - HOPWA Financial Management Training and Homelessness, Good Faith Estimate, HUD 1 (etc.); The Participation of Management Development in Modern Labor: Prism Engineering: Auto CAD 360, Master CAM CNC/CAD/CAM (Solid Works); NSP Regional Roundtable. 01/15/2014 Online Tax Act: E-Filings; 10/12/2012 NTU/NTUF Internship Program - National Taxpayers Union, (FAFSA) Internship and Scholarship

07/6th, 7th, 8th/2012 Armando Montelongo Real Estate Education  Philadelphia, PA
Workshop 3day Seminar Training: Flip this House; Special Rehab Program,
Construction, Real Estate Math, Certificate

06/26/2009 DOT Special Training Requirement: entry-level driver training (6 hours), PA School Bus Driver’s Classroom Training, Customer Service & Air Brakes; Whistle Blower Protection and PA Child Abuse History Clearance. In process for CDL Permit for Class B

03/14/2007 – 04/25/2007 (SEA) WORC – Women’s Opportunities Resource  Center Promoting Social and Economic Self-Sufficiency                Philadelphia, PA
State of Delaware License, Philadelphia Business Privilege License, Business Plan, Legal Assistance, Financials, Market Access, Accounting, Credit Counseling, Procurement Training, Purchasing, Supply Chain Management, Graphic Design, Communication Skills, Construction Project Management and Business Consultants. Created & Development - Founder Theresa’s Tailoring Loft - Custom tailoring, Embroidery, Quilting and Cornices Drapery Grand Opening Coming Soon. Start Smart, Start Green: Self-Employment Assistance Program, Certificate of Completion
                                      
10/2002 – 07/2003    Madison Area Technical College             Madison, WI
Associate Degree in Administrative Assistant: Blackboard Learning Business Technology Department; Business and Applied Arts Division, Truax, Madison Program No: 10-106-6; Microsoft Office Professional & Suite, 2013, Vista, 03, XP, 00, Customer Contact Skills, Communication Skills, IT, Project Management, Coordination, Business Document Applications, Business Presentation / Publications, Business / Marketing Math, Administrative Office Management, Professional Development, etc.                                                                       
10/08/2004 Member: National Notary Association (Notary Public Law, Educational Training Program), Notary Bonded, Notary Errors & Omissions Insurance and Notary Certificate of Completion, My Commission expires Dec. 28, 2008.

04/2002 - 05/2002 The School District of Philadelphia           Philadelphia, PA
Microsoft Office Suite "97", Windows "98” Certificate 2002

03/1999 - 06/1999   Drexel University                           Philadelphia, PA
Computerized Business Applications Training "97", Windows "98” Certificate 1999, Adventure in Attitudes - Certificate

10/1995 - 10/1998 International Correspondence School               Scranton, PA
Professional Secretary with Computer Skills - Microsoft Works 3.1    Transcripts
03/1997 Educational Seminars, Inc. Notary Public Law                 Certificate
07/1989 - 07/1993     Basic Computer Programming           Transcripts / Diploma                         
10/1987 – 06/1988 Control Data Institute: Office Technology: Office Technology- No Diploma
07/1977 – 06/1978 (PSOT) Philadelphia School of Technology: Executive Secretary – No Diploma
0719/77 WM Penn High School              Academic – Diploma     Philadelphia, PA

Volunteer:
01/27/2014 – (present) Career Wardrobe - Work It! & Blitz Basics, 02/12/2009 Career Wardrobe: Volunteer Assistant: donation of clothing. 04/1999 Career Wardrobe - volunteer 

08/28/10 Fashions Center International - Volunteer Fashions Show Event: (Temple University) Immortal Fashion Assistant Certificate & Community Service; 02/07/2009 Fashions Center International: Volunteer Fashions Show Event: (Philadelphia Community College) Immortal Fashion Assistant Certificate & Community Service; career clothier, shoes, and jewelry. 02/07/2009 Fashions Center International: Volunteer Administrative: sewing class, customer service and clerical duties. 

04/07/2004 - 06/15/2004 (PUP) Philadelphia Unemployment Project Philadelphia, PA Volunteer-Crisis Committee: Media coverage telephone hotline, Loss Mitigation, FHA & Conventional, Foreclosure and Predatory Lending.          Philadelphia, PA

Membership: Union Plus – Working America
Membership since: 03/14/2014 – present (USWCC) U.S. Women’s Chamber of Commerce 
Membership since: 12/2002-03/ to 02/07 (IAAP) International Association of Administrative Professionals      
Membership since: 10/2004–10/2008 – (NAFE) National Association for Female Executives and Entrepreneurs.  
