joncy jones
  Aurora, CO 80012 ( 323-335-6406 ( joncyjones@aol.com
Overview
Dedicated and technically skilled professional with a versatile office and management support skill set developed through experience as an office coordinator, client specialist and administrative roles.
Excel in resolving challenges with innovative solutions, systems and process improvements, which have been proven to increase efficiency, database management, client satisfaction and the bottom line.
Core Attributes
	Office Management
Teambuilding & Leadership
Business Analysts
Technical Writing - Manuals
	Technical Analysts/Support
Spreadsheet & Database Creation
Product Management
Implementation 
	HR Coordination
Project Schedule - Planning
Inventory Management
Expense Reduction


Experience
	California Dept. of Transportation
	2009 –2011


Client Support
· Monitored & fixed systems and equipment documenting irregular changes and system errors.

· Answered inbound helpdesk and client support calls in a fast paced call center environment.

· Actively assessed status of networks and batch processing servers for daily, weekly and monthly reporting.

· Assist management in operations and a variety of administrative duties.
	BORDIER’S NURSERY INCORPORATED
	2007—2009 


Logistics Coordinator
· Provided administrative support to project managers and business teams.
· Managed relationships assuring projects were outlined and meet to contract specifications.

· Coordinated with varies departments, vendors and contractors ensuring efficient project planning.
· Created and documented records, reports, correspondence for active projects.

· Reviewed contracts, submittals, inventory reports and payments for clients ensuring quality.

· Creation and development of user manuals, online reference and guide books. 
	EXXON MOBIL
	2005—2007 


Warehouse Coordinator
· Facilitated discussions with internal and external clients to develop criteria, timelines, workflows, policies and procedures.
·  Attended meetings with management regarding development, implementation and on-going maintenance of projects.

· Installed, configured and troubleshoot software installations of logistics tracking and database systems

· Maintained schedules and itineraries of staff, coordinated staff production meetings, and took action to keep lines of communication open among client and various internal departments.
