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Skills Summary 

	— Microsoft Word
— Microsoft Excel
— Microsoft PowerPoint
— Deluxe Control (V.A. spreadsheet application)
	       — Photoshop 
       — Microsoft Access
       — Microsoft Outlook
       — SharePoint
	— Excellent Communication  

     and written skills
— Organizational skills 

— Detail-oriented.
— Problem Solving
	
	
	


Professional Experience 

Home Child Care, Fredericksburg, VA, March 2011-Present
Child Care
Observe and monitor children's play activities, instruct children in health and personal habits such as eating, resting, and toilet habits. Read to children, and teach them simple painting, drawing,and songs.
L3 Communications, Dumfries, VA, January 2010-January 2011

Functional Analyst

Performed intermediate level clerical tasks for Command Competency Leadership Board (CCLB) & Supply Chain Management Center (SCMC) using Microsoft Word, Excel, Power Point, and Outlook to edit documents including correspondences and technical documents.  Demonstrated proficiency in typing and maintained media data in accordance with standardized procedures.  Tracked time and attendance and scheduled appointments, including making travel arrangements and arranging conference rooms.  Screened incoming telephone requests and directed them appropriately.  Communicated critical information with clients in both written and oral format to understand their needs and requirements.

L3 Communications, Dumfries, VA, April 2009-January 2010
Technical Writer/Editor

Provided technical publications support for PM Motor Transport, to include updates of technical manuals 

and I-Type documents. Also attended validation/verifications of contractor hardware as required. 

Provided graphics support as required. 
Nexus Systems, Arlington, VA, August 2008-April 2009

Document Control Specialist

Implemented and administered enterprise-wide document management procedures for the capture, storage, retrieval, sharing, and destruction of electronic records and documents.

Labat-Anderson Inc, Washington, D.C., April 2008- July 2008

Contractor:  Document Control Specialist

Maintained and managed a variety of documents, records, reports, and databases for The Department of Veterans Affairs. Organized, managed, and converted hard copies of documents into digital files for proper storage and ease of retrieval; distributed documents as well as ensured accuracy and related regulatory and procedural compliance.​ 

The Experts/CACI, Alexandria, VA, October 2007- April 2008

Contractor: Document Control Specialist/Key Entry Operator II

Was responsible for a high volume of document preparation, scanning documents into electronic files, and indexing and uploading documents. Performed routine data entry functions, research information. Assisted with simple formatting tasks following established policies. 

Sparks/FBI Contractor, Quantico, VA, November 2006- May 2007

Biometrics Scanning Technician

Worked as a contractor for the Federal Bureau of Investigation (FBI) to complete daily tasks as assigned. 

Daily tasks included demographics, card handling, fingerprint scanning, and reports.  

Demographics entailed verification of the serial number on each fingerprint card in order to properly identify the print in the database. Card handling involved making sure the fingerprint cards were in numerical order.  The fingerprint cards were then scanned into the database with an Epson scanner. Separate reports were produced for inventory tracking purposes and personnel compliance with this subset of the security process. 

College Intern Experience


The Art Institute of Washington, Arlington, VA, April 2004-December 2004

Web Designer Intern
Worked as an intern while enrolled in the Basic Web Design course. Participated in the production of site maps for the St. Matthew Church’s project. Designed content pages for use in developing the client’s website. Received instruction on layout options and best practices. Documented meeting minutes for the project and maintained a library for client use. 

The Art Institute of Washington, Arlington, VA, January 2005-August 2005

Web Designer Intern
Worked as an intern while enrolled in the Advanced Web Design course. Conducted web design workshops for various clients. Facilitated meetings and assisted in preparing materials for use with the workshops. Trained new junior graphic designers and reviewed their work products prior to submission to the client. Compared actual timesheet hours to hours billed on the monthly invoices prior to supervisor approval.

Education


Defense Acquisition University, Quantico, VA, February 2010-March 2010

Certified with Fundamentals of Acquisition 101

The Art Institute of Washington, Arlington, VA, April 2003-September 2005

Graduated with Associates Degree in Interactive Media Design 
King George High School, King George, VA.  


General Studies Diploma-2003
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