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MINDY ARMSTRONG
10555 W. Jewell Ave. #2-205 Lakewood, CO 80232
303-819-4032, dance.parkourgirl@gmail.com 	Citizenship: U.S.
	Veteran’s Status: N/A


Vacancy Posting: Corporate Management Group
Position: Human Resources Assistant
ATTN: Corporate Recruiting 




I am highly interested in being considered for the Human Resources Assistant position currently available.  With progressive experience in training, policy administration, project management, system administration and human resource administration, I am confident that I can make a positive contribution in this position.  To acquaint you with my qualifications, I am submitting my resume.  In advance, thank you for your consideration.

As demonstrated in the accompanying document, I have built a successful career working with public agencies, including as a Retirement Branch Chief Assistant for the Defense Finance and Accounting Service, the Facilities Support Assistant for the National Oceanic and Atmospheric Administration and Model Workplace Assistant for the Transportation Security Administration.

I offer a comprehensive knowledge of customer service, office administration, payroll and employee relations, with a consistent track record of identifying, developing and executing new ideas and approaches toward generating results. I have been working as a federal government contractor for the last 6 years and am looking for a permanent position.

I excel in strategically managing resources to optimize productivity, efficiency, quality, and safety while containing and reducing operating costs.  A hands-on leader, I am highly effective in training, scheduling, developing, evaluating, report design, project management and directing diverse personnel.  I have successfully developed job descriptions and performance standards as well as operational policies and procedures instrumental to boosting performance levels.  I am also skilled in planning, allocating and administering budgets.  

To complement my successful professional background, I have completed extensive training in leadership, and maintain current knowledge of emerging technologies.

As an employee, you will find me to be a driven team player committed to supporting you in achieving your objectives through superior performance.  I welcome the opportunity to meet with you at your earliest convenience, and look forward to interviewing with you in the near future.

Sincerely,



Mindy Armstrong
Enclosure
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PROFILE

Solutions-focused, self-motivated professional with a comprehensive background in managing and completing multiple simultaneous projects on time in high pressure environments.  Quickly masters new roles, responsibilities, technologies and situations.  Reputation for integrity, problem solving abilities, work ethic and analytical skills.  Continuously pursues opportunities to learn and takes on challenges for further professional development and growth.


CORE COMPETENCIES

Strategic Planning; Staff Training; Budget Allocation; Problem Solving; Policy/Procedure Development; Employee Relations; Process Improvement; Organization; Quality Control; Information Gathering; Briefings; Presentations; Communications; Collaborative Teamwork; Workflow Coordination; Prioritization; Time Management; Database Management


KEY ACCOMPLISHMENTS

· Addressing system administration duties in a professional manner with immediate care and ensuring quality assurance with a high level of satisfaction.
· Successfully managed a nationwide real property validation for the line offices within National Oceanic and Atmospheric Administration. 
· Achieved a 100% completion rate of database administration issues related to National Oceanic and Atmospheric Administration lease administration.
· Significantly contributed to a Federal Real Property Management server migration from Virginia to Oklahoma City including successful testing of database migration. 
· Managed a successful employee relations program for 800 Transportation Security Officers at Denver International Airport, the 5th largest airport in the U.S. and the 10th largest airport in the world. 
· Developed and implemented a successful tracking record of 3,000+ clients for social events hosted by Fountain Court Chambers. 













PROFESSIONAL EXPERIENCE

Contracted by
Financial Systems Consultant, Inc. (“FSC, Inc.”)					05/2011-05/2012
6409 Eppard Street								40 hrs/week
Falls Church, VA 22044
Supervisor: David Milburn
703-536-0240
Project Administrator
System administration responsibilities troubleshooting technical problems including but not limited to proper exportation of reports, Crystal Reports 2008 report design, NOAA Real Property Management Division monthly report inconsistencies including finances, property count, and line office region counts, comparing report design of citrix reports and web reports to find inconsistencies and fix errors, identifying software issues and server issues and addressing concerns accordingly. Maintaining user access by providing access to new employees and deleting former employees. Liaise between NOAA Real Property Management Division and FSC, Inc. Software development department and Department of Commerce Help Desk. Create new reports to make existing Citrix reports web enabled, test new reports and ensure quality assurance before web reports are published.

Empowered Global Systems, Inc.	11/2006-04/2011
333 W. Hampden Suite 530	40 hrs/week
Englewood, CO 80110	
Supervisor: Cathy Smith (303) 477-6800	
You may contact this employer

NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION (NOAA)
Boulder, CO
5/2008-4/2011
Contracted by Empowered Global Systems, Inc. 
Budget and Policy Advisor
Facilities Support Assistant
Apply strategic planning, prioritization, and database management skills toward consistently achieving critical deadlines while maintaining high quality standards.  Maintain full accountability for performing a diverse range of duties, including ensuring data remains consistent across the database, determining and setting users needs and tracking access and security.  Test new versions of the database management system and ensure proper functioning of backup and recovery procedures.  Liaise between IT project managers, database programmers, web developers and operational staff to promote database integrity and security.

· Optimized critical security and integrity of operations by controlling user permissions and privileges.  
· Proficiently developed detailed reports, providing forecasting, trending and result analysis tools integral to company's short- and long-term strategic business planning.  
· Conducted comprehensive research and analysis on alternative and reasonable funding methods, as well as evaluating new and existing federal policy to offer new recommendations.

TRANSPORTATION SECURITY ADMINISTRATION (TSA)	06/2007-03/2008
Denver, CO	40 hours/week
Contracted by Empowered Global Systems, Inc. 
Model Workplace Assistant
Human Resource Assistant
Legal Assistant  
Proficiently handled a diverse range of different duties with responsibility for effectively managing the Alternative Dispute Resolutions Program for TSA-Denver at Denver International Airport Team with Senior Leadership and the Transportation Security Officers (“Airport Screeners”).  Provided ongoing support of several different peer-based Committees including Officers Advisory Council, Safety Advisory Council, Awards Committee, Conflict Coaching, National Advisory Council.  Evaluated, analyzed and resolved a diverse range of employee conflicts and issues for Eight Hundred TSA employees. 

· Input payroll for government employees, promoted the Conflict Coaching Program and spearheaded assessment processes for new-hire employees.  
· Designed, developed and integrated highly effective instructional training courses including Travel Document Checker and Conflict Management Essentials.  
· Served as a Legal Assistant to Regional Counsel and Field Counsel.

SILVERHEELS MARKET	2005-2006
Fairplay, Colorado	40 hours/week		
Employee Liaison/Manager

Demonstrated strong communication and leadership skills in effectively leading staff and managing daily operations.  Trained, mentored and supervised staff in accordance with company policies and procedures; tracked individual staff member performance levels to ensure sufficient proficiency levels. 

· Played a key role in the design and execution of an effective inventory system.
· Authored, maintained and updated job description duties for employees ranging from entry-level through management.

Additional Experience


DEFENSE FINANCE AND ACCOUNTING SERVICE, Denver, Colorado
Contracted by Empowered Global Systems, Inc.
Retirement Branch Chief Assistant (2006-2007)

FOUNTAIN COURT CHAMBERS London, UK 
Contracted by Huntress Agency
Head Administrative Assistant (2005)

EXECUTIVE BUSINESS SUITES, Denver, Colorado
Administrative Assistant (1999-2000)

ARMSTRONG METALWORKS AND CONSTRUCTION COMPANY, INC., Englewood, Colorado
Account Department Assistant (1990-1994)


EDUCATION

Master of Arts, Social Anthropology - Goldsmiths College, University of London, London, UK, 9/2005

Bachelor of Arts, Anthropology - Metropolitan State College of Denver, Denver, CO, 1/2001


TECHNICAL PROFICIENCIES

Microsoft Word, Excel, Outlook, PowerPoint, Access, Adobe; Federal Real Property Management; Quickbooks; Sabre/Citrix; 70-75 WPM with 98% accuracy, Crystal Reports 2008




