
	Permanent Address:
2512 Geneva Ct.
Richmond, VA  23224

	Other Address:
5972 Clear Springs Ct.
Virginia Beach, VA. 23464


ASHLEY S. JONES
Cellular: (804) 839-1844			
Residence: (804) 745-6633


OBJECTIVE:   Searching for an opportunity that will allow me to utilize my current skillset training, which includes administrative, help desk and customer service experience, in addition to analysis and research experience. 

EDUCATION:
[bookmark: _GoBack]B. S., Information Technology 
Minor: Business Management 
Old Dominion University – Graduated December 2011	Norfolk, VA

Courses Completed:  
Design and Implementation                              Project Management	                 	     C++ Programming Systems                                                                        Database Concepts	       	                Business Telecommunications & Networking	     Strategic Management                                   

 			 
Skills/Attributes: Proficient in Microsoft Word, PowerPoint, Excel, Publisher and Visio; familiar with Adobe Omniture, Eventum Ticketing System; outstanding customer service and communication skills

PROFESSIONAL EXPERIENCE:

Spring Semester 2011	Dominion Enterprises			Norfolk, VA
Information Systems and Marketing Intern
1. Successfully researched, analyzed and collected data for behavior analysis, generated reports and charts 
1. Critique company’s website and submit recommendations for site enhancement
1. Generated change tickets and data requests utilizing Eventum Ticketing System
1. Assisted in change management procedures for companywide transition to Google Apps
1. Responsible for researching and producing a FAQ sheet providing information of transition

2009 – 2009			 Vangent		       			Hopewell, VA
Medicare Help Desk Representative
1. Respond to incoming calls from customers via  multiline telephone; take notes on resolved phone calls
1. Applied help desk training to better assist Medicare beneficiaries
1. Received positive feedback on customer service during managerial coaching and training.
 
2007 - 2009   		Wal-Mart    				Richmond, VA
Seasonal Summer Cashier
1. Successfully operated cash register completing numerous customer transactions each day.
1. Always maintained proper communication and displayed excellent customer service skills.
		

2003 – 2006	Capital One				Richmond, VA
Summer Intern- Administrative Support	
1. Performed a variety of administrative duties for the manager and staff. 
1. Completed and processed associate evaluation forms for training purposes utilizing appropriate software
1. Observed the proper protocol for responding to inbound calls on a multi-line phone by shadowing associates.




VOLUNTEER EXPERIENCE:

2007 – 2010					Monroe Elementary School		Norfolk, VA
Mentor
1. Assigned three mentees; a positive role model, encouraged students to remain in school and stay focused.
1. Assist students in homework assignments, ensuring all assignments are correct and complete.
1. Enhance student’s basic skills in writing arithmetic and reading.

2002 – 2006
Junior Volunteer					Henrico Doctors Hospital			Henrico, VA
1. Managed the Information Help Desk; operated a multi-line telephone system
1. Ensured delivery of flowers to patients’ room in a timely manner.


ACTIVITIES		Alpha Kappa Psi Co-ed Business Fraternity
					
	REFERENCE		Available upon request

