Tiffiany Erving
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3811 W VERNER DR.,  PEORIA IL 61615		 309-573-3421			 TKO2011@YAHOO.COM  


AREAS OF STRENGTH

Programming Languages:  Java, SQL, MS-DOS, Windows, UNIX

Software and Applications:  MS Office, Dreamweaver, Microsoft Accesses, Windows NT, Windows XP,
                                                WordPerfect Spreadsheets, Extra, PCAnywhere, PowerPoint, Lotus Notes, Quattro Pro, 

Networks and Communications: TCP/IP, FTP, UNIX Server, Novell Network, Routers, VPN.

__________________________________________________________________________________________
PROFESSIONAL EXPERIENCE

Help Desk Technician                         Caterpillar/Volt                                             January 2011-Present

IT SCCM Coordinator (5/12)
· Manage and coordinate various software requested submitted to the Remedy database by end users. 
· Communicate with both Supervisor and IT Manager regarding Approval request.
· Approve software requested by end users to be installed on the users PC.
IT Analyst (6/11-4/12)
· Manage the team of installers calendar by scheduling software invites for end users.
· Install and configured various software for new end users PC.
· Trained and mentored new hires and junior staff members.
ITAnalyst(1/11-6/11)
· Provide level 2 PC/LAN Technical Support via telephone communications with end users.
· Perform diagnostics and troubleshooting of system issues, document help desk tickets and resolutions.
· Troubleshooting network connectivity, network printing and user access issues
· Provided chat, e-mail, and remote desktop service to end users.

Help Desk Support Analyst              Verizon/Teksystems                                                May 2010 – December 2010
· Provide Technical Support via telephone communications with 
Verizon technicians, reporting in with trouble tickets end users.
· Implement and complete trouble tickets utilizing Awas Database. 
· Provide technicians with facility and system data.

Administrative Assistant                     DCFS/ Manpower		                            Jan 2010 – May 2010
· Provide office assistance to multiple manager and departments.  
· Handled and maintained finger printing and background checks for applicants. 
· Answered multi-line phone
· Assist with office reception area, filing, and other assigned task
· Assist with keeping track of Contracts 
· Reported directly to the DCFS Manager
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Administrative Assistant                     Horace Mann/ Express Personnel		                  Aug 2009 – Dec 2009
· Provide office assistance to multiple manager and departments.  
· Responsible for organizing and implementing Agent Licensing data.  
· Utilized Main Frame application to reference licensing agents. 

Loan Analysis 			                          Wells Fargo/ Express Personnel			 Feb 2009 - July 2009
· Analyzed and determined the type of loan. 
· Verified completeness of a loan, ensuring that all necessary documents were within the packet. 
·  Implemented data to the ISP Database with new information. 
·  Funded any necessary loans. 
                                                                                                                      
Project Manager Oversite   	                               Horace Mann/Express Personnel      	              Aug 2008-Jan 2009
· Provided technical assistance to Project Managers.  
· Implemented new business cases to the Access Database. 
· Implemented new data, and moved project files to the Database Management Systems. 
· Researched and recovered documentation’s when necessary. 
                                                                                 
Information Systems Audit Division/Internship    Auditor General Office  	             Jan 2008 -July 2008
· Performed technical assistance to professional and support staff. 
· Assisted with the development and maintenance of the internal computer systems using Windows XP, aNovell Network environment.  
· Assist with maintenance of Internet Website and Intranet staff. 
· Uploaded electronic documents to the Illinois Secretary of State. 

Office Support Personnel    				  Addus                                                     July 2005- March 2008
· Provided office support personnel for the IL Department of Rehabilitation. 
· Handling over 400 cases. Processing Personal Assistant time sheets bi-weekly. 
· Received incoming calls from Personal Assistant to handle any questions or concerns. 
· Assist with office reception area, filing, and other assigned task. 

Receptionist/Dispatcher    				White Oaks Mall		             Jan 2004- July2005              
· Provided office support personnel for the Mall office. 
· Greeted visitors and maintained the reception area. 
· Answered phones and directed incoming calls.  Operated all office machinery. 
· Other duties as assigned.

Loan Analysis 	    					Express		               	              Jan 2003- Nov 2003

· Analyzed government loans. 
· Verified completeness of loan, ensuring that all necessary documents are within the packet. 
· Calculate escrow payments, balance and total payments.
·  Determined the type of loan along with the loan’s status. 
	              
Accounting Technician     			Adam Software Inc.			             Aug 2000- Dec2002
· Provided software support to over 1500 users nationwide. 
· Received incoming calls from customers with software problems. 
· Solved most of them using PCAnywhere software, formulating technical solutions for the customers.
		

Registrar	                           Addeco / Caterpillar Internal Training Group		            Jan 1998-May2000
· Maintained the scheduled classes on the Website. 
· Registered students via e-mail for various classes.
·  Scheduled classes, typing, filling, made copies, and answered the phone. 
· Ordered required material for classes. 
· Prepared and supported the classes with computer, fax, and copy machine support. 
· Maintained inventory control of related material.



Education
Bachelor of Arts in Computer Science		University of Illinois at Springfield, IL.   	 December 2008

Associates in Applied Science                 	 Illinois Central College, Peoria, IL.        	  December 1997          
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REFERENCES
Available Upon Request
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