
Donna Hamilton Barnes, MBA


    
 (571) 230-6558
Sterling, Virginia 20164



Donna.Barnes@Capitalone.com
PROFESSIONAL SUMMARY:
Self-motivated and detail oriented professional with extensive experience in a demanding and constantly changing business environment.  Excels in organizing, prioritizing and managing multiple projects. Motivational leader with a collaborative style and ability to build excellent relationships with customers, vendors, and all levels of management. 
Masters Business Administration (MBA)

Bachelors in Science Business Management Degree
Notary Public of Virginia
Excellent Microsoft Word, Excel, PowerPoint, Visio, & Professional
Seasoned Foster Parent and Volunteer Certified Spiritual Counselor
PROFESSIONAL EXPERIENCE

AFFILIATIONS:

Common Wealth of Virginia

          Notary 


             2/2002-11/2014

Toast Master Club


         Vice President of Education           2/2000-7/2001

Fairfax County Dept of Family Services – Certified Foster Parent     
             10/1998-Present

Lighthouse Ministry (Volunteer for homeless and families in need) – Director- 
3/2004 - 06/2008

First Baptist Church of Sterling - Sunday School Teacher (small children) 
11/2007 – 06/2008





  

 - Ordained Deaconess - 
11/2005
International Association of Administrative Professionals Member                        01/ 2010 - Present

Administrative Professional Network – Capital One – Development Lead             01/ 2011 - Present
Volunteer Chaplain – INOVA Alexandria Hospital 



06/2009 – Present
07/2011- Present                          Capital One Bank                                     McLean, VA                  

                                                    Risk Project Coordinator II
Assist Senior Director and 3 other Directors of Risk Management Mortgage Team, as well as other Associates in the department. Coordinate, monitor, and track various projects daily. Able to keep project and all related processes running smoothly.
*     Project planning & management
*     Completes projects on schedule

*     Data protection, security
*    Time management, task planning & prioritizing
*     Strong computer skill

*     Project Leadership & Communications
*
HR On/Off boarding of contractors
*     Calendar management

*     Expense reports
*     Acting Chief of Staff
02/2007- 07/2011                         Capital One Bank                                     McLean, VA                  

                                                    Principal Coordinator III
Assist Vice President and Senior Director of CRA Compliance, as well as other Associates in the department.
*     Takes initiative in manager's absence

*     Always completes projects on schedule

*     Travel arrangements

*     Calendar management

*     Geo-coding

*     Strong computer skills

*     System administration

*     Facilitator, event/training coordinator
*     Expense reports

*     Project Leadership, Management &        Communications

04- Present


         Embassy Inn


Washington, DC




         Front Desk Manager (Part-time)
Proven ability to interact with the public effectively and ensure excellent guest experience. Duties and areas of expertise include:

*    Customer service

*    Performance management 

*    Cash/credit card management
*   Excellent communication

*   Problem solving 
*    Conflict resolution

*   Strong organizational skills 

*   Creating repots

*   Works well under stress

*   Keeps front desk neat and clean

*   Quest Tracker Software

9/2002-08/2006


Lafarge North America


Herndon, VA





Tax Accounting Assistant

The responsibilities of this position consisted of supporting the Vice President, Director and 9 Tax Accountants.

*    Organized and deadline oriented
*    Ability to pay close attention to detail
*    Process tax returns

*    File annual reports

*    Charting Accounts (accounting coding)
*    Expense reports

*    Coding invoices

*    Travel arrangements

*    Meeting arrangements

*    Database updating

*    Receptionist relief

*    Knowledge of Lotus notes 

9/2001-9/2002
Fairfax County Credit Union                       Fairfax, VA
 
Sr. Administrative Assistant

Provided Administrative support for CEO/Director. 



*      Organizational, listening, probing skills

*      Communication skills
*      Multi-tasking required
*      Travel arrangement

*      Taking meeting minutes

*      Maintained mailing list

*      Maintained databases

*      Light Microsoft access
5/2000-9/2001


American Society of Civil Engineers
    Reston, VA





Coordinator, Member Services

Required the ability to exercise sound judgment and take independent actions within limits of authority.  

*      Detail oriented and excellent telephone manner
*      Excellent writing skills & in-depth research 
*      Maintained membership retention                                                 
*      Microsoft access database

*      Excellent customer service skills

*      Able to express ideas and concepts clearly both orally and written
*      Coordinated various member events
8/1996-5/2000


American Society of Civil Engineers

Reston, VA





Administrative Assistant

Provided Administrative support for the Professional Practice Management team. 
*      Flexible and adaptable 

*      Accurate typing ability and word processing experienced
*      Generating routine correspondence

*      Maintaining departmental files

*      Preparing rosters, agendas, minutes

*      Expense reports

*      Coordinated large mailing via mail merges

2/1993-10/1995
         

Student Loan Marketing Association

Herndon, VA



                          Claims Support/ Word Processor, Claims

Responsibilities included providing clerical support functions for the Claims Unit which consisted of 50 representatives.  
*      Multi tasking in fast pace
*     Performed with minimal supervision
*     Create correspondence 

*     Create affidavits and litigation documents via merging

*     Assisted other departments as needed

7/1991-1/1993
          
            Student Loan Marketing Association

Herndon, VA



          

Bill Collector, Collection Dept

This position required the ability to speak persuasively and convincingly for Collection purposes. 

*    Required detailed knowledge and understanding of student loan regulations guarantors.

*      Collection procedures

*      Strong communication skills

7/1990-7/1991            

   Omni Office of Reston 

           Reston, VA



          
               Telecommunication Coordinator

Responsibilities included organizational skills to manage call volume and all follow-up activities associated with very busy computerized switchboard.
*   Able to work at fast pace 

*   Switch Board with over 70 lines
*   Customer service skills

*    Communication skills

EDUCATION:
University of Phoenix





Fairfax, VA

Masters of Business Administration (MBA)


May 2009- Sept 2010

– focus in Leadership

University of Phoenix





Reston, VA

Bachelors in Science Business & Management 


May 2004- Jan 2009

The Art of Pastoral Care Giving




McLean, VA

Certification Pastoral Care Specialist/Counseling


Sept 2008 – May 2009

Weichert Real Estate School




Tyson Corner, VA

Real Estate Course: Principles & Fundamental of Real Estate, Virginia Real Estate: Practice & Law 








May 97-July 97

New Horizon Computer Learning Center


McLean, VA

Microsoft Office Package:  Microsoft Word (All Versions), Microsoft Excel, Microsoft Power Point




            



May 96-July 96

Page Business School





Reston, VA

Secretarial Course:  Accounting, Business Management

Aril 85-December 85
 

