Objective:  Administrative position using organization and technical skills

Relevant Experience:

Email: priscillapride @yahoo.com; Text to 804-432-9109


Proficiency in Microsoft Office Programs
Excellent internal/external customer service
Excellent oral and written communication skills
Worked in banking/finance, education, government 
Use Email and Internet browsers
Generate reports
Social Media proficiency 
Coordinate meetings and projects
Training/Instructor/CBT experience
Experience in financial analyses
Knowledge of project management methodologies
Experience in website creation/updating 
Proficient in database management



Work Experience 
April 2011-October 2011: Project Coordinator- Strategic Staffing/ Onsite Contractor at Capital One Bank, Richmond, VA
 Coordinated project management tasks for one CTI and eight Blueprint/Infrastructure projects; facilitated project compliance; provided jobaid and online training for EUP system (frontend/backend)

 2008-2010 -Document Control Supervisor : Infilco Degremont, Richmond, VA
Migrated legacy data to PDMWorks; developed/released new submittal system; provided jobaids and online training for new system; performed technical writing activities (operations manual); conducted organizational process analyses

2007–2008-Tax Credit Specialist SL Nusbaum, Norfolk, VA
Collected and calculated/verify financial data Tax Credit eligibility (LIHTC) for 400 unit residential complex; audited records for  corporate, owner and VHDA/Department Treasury audits

September 2006-April 2007 – Exclusive Staffing-Onsite Contractor Capital One (Human Resources Collegiate Recruiting)- Data Center Manager – used Peoplesoft, Excel, Knowledgelink to score, qualify, and schedule interviews (Power Day), prepared offer packets, organized hardcopy data to send to records in keeping with Sarbane Oxley and EEO.
                  
 2003 – 2005 -Project Manager/Administrative Analyst- City of Richmond, VA Department of Economic Development – created/updated department website, coordinated “Doing Business with Richmond program”, CREDO database management, generated maps using ArcGIS 9, provided business /demographic research for internal/external customers, acted as office automation liaison, GRP liaison

2001-2003 – Coordinator Learning Resource Center/Instructor/Internship Coordinator – managed and automated library, prepared workshops to support curriculum, coordinated student internship program, instructed AA200 Document Production and DP200 Word Processing; supported accreditation activities (SCHEV), supported testing services

1998-2001 - Coordinator Learning Resource Center/Instructor -ITT Technical Institute, Richmond, VA
Managed Online Virtual Library, prepared workshops to supported curriculum, taught Oral & Written Communications, Instructional Design, Dynamics in Information Society, spearheaded retention activities; coordinated student activities

1996-1998 – Real Estate Sales and Leasing – self-employed – Managed real estate projects 

1988-1996- Head Librarian – Labat Anderson/Onsite Contractor Environmental Protection Agency Region IV, Atlanta, GA
Managed internal and external client services for Superfund Docket; maintained 25,000 Topographical/Geologic maps, Law Library, Public Affairs Center, government documents; automated all library systems; provided online research; supervised staff

Training 
HTML 4 - January 2010-April 2011:  Portfolio Development  Chesterfield Technical Center, Chester, Virginia
ARCGIS – May 2004-City of Richmond, VA GIS Team training
TopClass –November 2000- E-education platform training for online education 

Knowledge of the following office tools: Microsoft Project, Visio, Sharepoint, Knowledgelink, Clarity, Peoplesoft, MS Office, Live-meeting, Skype, Social Media, Outlook, Lotus Notes, bridgelines (conference, video calls)

Degrees
MLS (Masters Library Science- Media Specialist), Columbia University, New York, NY
BS English & Speech, Morgan State University, Baltimore, MD






