Jenny Sousk

jdsousk@yahoo.com - 703-901-2768 (C)


SKILLS and ACHIEVEMENTS

· Proficient in Outlook, Word, Excel, PowerPoint, Visio, SharePoint and various databases

· Proficient at using office equipment (computer, printer, scanner, fax, copier)

· Proficient in reading, writing, and speaking Spanish 

· Studied abroad in Spain and Mexico, Volunteered with AmeriCorps in Puerto Rico



EXPERIENCE

Project Coordinator








January 2012 - Present

MFS (Contracted through Gardner Resources):  Boston, MA 

Create, update and close project plans using Changepoint, create and modify road maps using Visio, schedule meetings with Outlook, take meeting minutes, publish and manage documents on SharePoint.

Business Operations Analyst






    June 2011 – December 2011

RSA, The Security Division of EMC (Contracted through Advantage Technical Resourcing):  Bedford, MA Scheduled meetings across time-zones, reserved conference rooms, coordinated logistics and set up Live Meeting for Quarterly Business Reviews, maintained vendor database, entered requisitions into Oracle database and tracked status, booked travel and created expense reports, modified PowerPoint presentations, created Excel charts and trend-lines.
Secretary






                    November 2009 – September 2010
Department of Commerce U.S. Census Bureau – Regional Census Center:  Boston, MA

Supported Assistant Regional Census Manager and Geography staff of 18.  Managed calendars with employee   leave-status and deadlines. Reviewed timesheets for errors, arranged travel, created and updated reports.
Secretary






                               April 2009 – November 2009

Department of Commerce U.S. Census Bureau – Regional Census Center:  Boston, MA

Provided office operations support to Regional Director and staff.  Managed calendars; distributed 15-30 emails per day from Headquarters to appropriate personnel; created and edited travel orders, reports, and correspondence.

Help Desk Clerk





                                      March 2009 – April 2009

Department of Commerce U.S. Census Bureau – Early Local Census Office:  Boston, MA 


Provided Help Desk support to approximately 900 Address Canvassers and Crew Leaders with Handheld Computer technical issues using Remedy database and Callfinity ticket management system.  
Sr. Administrative Assistant 

 


                              August 2008 – January 2009

Lockheed Martin: Arlington, VA

Supported five Senior Leadership Team members with administrative duties.  Maintained calendars, ordered supplies and coordinated payment, arranged meetings, recorded meeting minutes.

Sr. Administrative Assistant 




                              October 2004 – August 2008
Lockheed Martin (Deepwater Integrated Coast Guard Systems Contract):  Arlington, VA

Carried out administrative duties for Aviation Program Director and 20 team members. Managed calendars and conference room schedules, arranged meetings and recorded minutes, booked travel and prepared expense reports, tracked deliverables and represented team at status meetings, helped new-hires get set up. 

Interpreter Manager 







      February 2001 – April 2004

ASET International:  Arlington, VA

Managed interpretation assignments from start to finish – researched freelance interpreter costs and availability, prepared contracts, used Excel to prepare budgets and reconcile actuals, coordinated logistics, booked travel, maintained databases (Access and FileMaker), acted as liaison between interpreters and clients.

AmeriCorps*VISTA Volunteer





           September 1999 – August 2000

AmeriCorps*VISTA:  Southwest Key Ponce Detention Center:  Puerto Rico

Developed sustainable programs and recruited volunteers from the local community, wrote proposals for donations, coordinated social and educational activities, translated documents, formed first in-center Girl Scout troop.

Legal Assistant







 December 1998 - August 1999
Law Office of Hubert M. Schlosberg, Esq.:  Washington, D.C.

Managed law office, prepared legal documents for litigation, maintained financial records and accounts.
EDUCATION

North Carolina State University, BA Spanish Language and Literature (1998)
George Mason University, Graduate classes (2008):  Web Usability, Cognitive Engineering, Statistics Undergraduate classes (2006):  Cognitive Psychology, Research Methods 
George Washington University, Graduate class (2005):  Environmental and Occupational Health.  

Undergraduate class (2004):  Biological Basis of Public Health 
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