SHAWNITA HAMM

27 Marwood Court
Rockville, MD 20850

540-413-6640
shamm74@hotmail.com
OBJECTIVE

To secure a position where my knowledge, skills and experience are utilized to make a significant contribution to an organizations success.

WORK EXPERIENCE

BAE Systems, Inc.
Project Support Specialist
1/2011 – Present

· Provides senior level programmatic support to the Program Manager for the Systems Integration program supporting the government customer Strategic Systems Programs. 
· Assists with the preparation and consolidation of director's level recurring and business development reports for program reviews, bi-monthly reports, and monthly program reviews. 

· Coordinates, facilitates and provides support for various conferences, meetings and events with tact and diplomacy.

· Writes and proofreads reports, company-wide emails, correspondences, letters, and other documentation.

· Analyze, evaluate, develop and implement processes within budget and adhere to time requirements and schedule.

· Develops, implements, maintains, analyzes, evaluates and revises office operations, functions and procedures to improve efficiency of workflow.

Mainstreet Technologies
Department of State

Administrative Coordinator (Contractor)

1/2010 – 07/2010

· Planned, developed and implemented the administrative and office services for the Public Liaison and Intergovernmental Affairs office at the U.S. Department of State in Washington, DC.
· Worked closely with the Director to ensure that day-to-day office operations run smoothly and effectively. 
· Prioritized and managed the Directors daily activities by managing her schedule and dealing with all calendar issues.
· Arranged Directors travel reservations and processes expense reports.
· Received, composes and edits letters and general correspondence. 
· Prepared materials such as presentations, departmental reports and any other documentation necessary for briefings and/or staff meetings.
· Ordered office supplies via requisition and maintained inventory of supplies.
· Acted as credit card administrator and reconciled expenses monthly.
· Resolved administrative issues, concerns, and discrepancies on behalf of Director and Deputy Director as appropriate.
Taskforce Staffing

Customer Service Representative

8/2009 – 12/2009

· Answered phones to respond to orders, general customer inquiries, invoice questions, and customer complaints.

· Sold products and place customer orders in computer system.

· Provided customers with product and service information.

· Transferred customer calls to appropriate staff.

· Identified, researched and resolved customer issues using the computer system.

· Provided follow-up on customer inquiries not immediately resolved.

· Researched billing issues.

· Investigated misapplied payments.

· Projected a professional company image through daily phone interaction.

Progress Energy

Generation Construction Department
Administrative Assistant

07/2007 – 7/2009
· Provided a variety of support duties to the Business Management & Compliance department.

· Coded invoices and ensured information provided to accounting is correct for timely processing.

· Reconciled any discrepancies between purchase orders and invoices.
· Processed invoices for vendor payment using Passport.

· Prepared payment authorization forms for miscellaneous invoices.

· Monitored contract to ensured invoice amounts are available for payment.

· Received vendor calls concerning invoice payment status. 

· Processed expense statements weekly for staff.

· Ensured new project information and contract terms are set up in the accounting system for efficient processing of invoices.

· Purchased card administrator for department.

· Served as a liaison with other departments and operating units in the resolution of day-to-day administrative and operational problems.

AARP

Program Assistant

11/2005 – 07/2007

· Coordinated activities to support various programs and events held throughout North Carolina.

· Processed purchase orders for goods/services requested for specific programs or events.

· Developed vendor contacts and maintained relationships with current vendors.

· Determined best method of procurement such as direct purchase or bid for requested goods.

· Called vendors for price quotations and estimates on goods/services.

· Submitted request for quotations to ensure best prices and terms for organization.

· Placed publication inventory orders and maintained appropriate inventory levels.
· Resolved routine delivery, quality or other problems with purchases.
· Prepared and coded expense statements for volunteers and staff.

· Received and coded invoices to ensure timely payment.  
· Worked closely with the accounting department to ensure all accounting inquiries were satisfied.
COMPUTER SCIENCES CORPORATION

Administrative Coordinator
7/2001 – 11/2005

· Provided diverse and advanced financial administrative support to the Information Assurance Management team.

· Obtained information from a wide variety of government and contract sources in order to assemble customer reports daily, weekly and/or monthly.  

· Served as government client contact as necessary.

· Managed budgets and ensured funds were available in order to purchase.

· Received appropriate signatures or approvals when purchase requisitions were input.

· Monitored cost performance against plans to ensure contractual cost obligations was met.
· Assisted in validating and tracking of contract costs.
· Performed routine financial reporting for contract expenditures.
· Prepared standardized cost status reports.
· Prepared expense reports for management team.

· Generated purchase requisitions to acquire hardware, software, services and other contractual needs.

· Assisted the accounting department to resolve any accounting discrepancies concerning management team expenditures.

· Maintained procurement records such as items or services requested, purchased, and delivery receipts. 
SKILLS
· Advanced Microsoft Office (Word, Excel, PowerPoint, Access) knowledge, 

· Electronic Mail (Outlook, Lotus Notes),

· JD Edwards, CostPoint, SWSNET 

· High degree of professional integrity, ethics and confidentiality

· Strong written and verbal communication skills

· Familiarity with government cost accounting principles 
EDUCATION

· Bachelor of Arts, English
George Mason University, Fairfax, VA

August 1994 – August 2004
· Bachelor of Arts, Organizational Management

Ashford University, Clinton, IA

June 2010 – December 2012
SECURITY CLEARANCE
· Secret Clearance issued March 2010 (Active)
