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EMPLOYMENT EXPERIENCE:

Arizona Department of Emergency Management (ADEM)
Administrative Assistant 1	    Phoenix, AZ   2/2010 – Current

Responsibilities include but not limited to providing admin support for all sections related to Arizona Division of Emergency Management (ADEM); greeting guests and other Outside agency; maintaining sign-in/sign-out logs when in a drill, activation, or training; generating requisitions, purchase orders, and invoices as needed thru BREAZ.  Manage ADEM fleet scheduling for repairs, requested for vehicle, or general maintenance; Joint Information Center Classroom (JIC), and Emergency Operations Center (EOC) calendars.  Responsible for receiving, generating, distributing weekly Nuclear Alert Notification (NAN) to all necessary personnel; Reconcile, balance, and submit monthly ledgers and summaries to DEMA finance for sectional credit card purchases.  Manage, analyze, and balance (5) budget cost accounts Account Finances Information Systems (AFIS) budget cost accounts for Logistics; Custodian and distribution for ADEM keys, COM cell and stat phones.  Procure and inventory SEOC supply, message center, office supplies, copiers, and printers.  Attend all CRT TEAM briefings and meetings; Serve as designated ADEM Communications back-up for NET Control and participation of weekly check-in.  Monitor the Department of Justice (DOJ) via Department of Public Safety (DPS) dispatch channel (PSAP) daily roll call check; Schedule FEDEX pick-up and deliveries; maintain positive working relationships within ADEM, partnering city and county agencies as well as vendors.  

Arizona Department of Emergency and Military Affairs (DEMA)
State Education Reimbursement Mgt.                                 Phoenix, AZ  8/2006  - 10/2009

Managed and ensured all processing of State Education Reimbursement Applications (SER) from Arizona Army & Air National Guardsmen.  Adhere and analyzed documents for follow through of Arizona Revised Statutes Title 26 – Military Affairs and Emergency Management guidelines.  Tracked as well as maintain databases, spreadsheets, required documents, and generate qualifying and non-qualifying letters to all Service Member applications.   Logged and submitted budget analysis, monthly reports, and year-end reports while meeting deadlines.  Responsible for briefing Service Members upon completion of basic training, Military Occupational skills (MOS) schooling within the unit regarding State Education Reimbursement Program, Federal Tuition Assistance Program and Montgomery GI Bill NOBE (Notice of Basic Eligibility) form.










Casa Grande Elementary School Dist                      Casa Grande, AZ     9/2003 - 12/2005 
School Bus Driver  

Conduct before, during, and after vehicle inspections on assigned school bus before ensuing route.  Ensure and adhere to vehicle safety and operational requirements while obeying all traffic laws.  Safely transported assigned elementary and middle school children to and from designated district schools to their assigned pick-up and drop-off points.  Perform after school activity runs, shuttles, to and from field trip destinations.  Instruct and follow through with daily rules, and simulated school bus emergency evacuations as well as fire drills for children, K-8th Grade.  Identify and write up disciplinary reports for disruptive student passengers.  Communicate consistently using 2-way radio from bus to bus barn dispatcher.  Perform yearly driving and qualifying written tests for school bus operations.
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Central High School                                                                                                Phoenix, AZ     6/1978
4525 N Central Ave Phx, AZ  85012                                                                                          High School Diploma

AIBT	                            Phoenix, AZ    85008 
Automatived Accounting Cert 

Skill Name Skill Level Last Used/Experience 
10-Key - Expert - Currently used /12 years 
Fax - Expert - Currently used /12 years 
Microsoft Word - Expert - Currently used / 10 years 
Office Equipment - Expert - Currently used / 12 years 
PowerPoint - Expert - Currently used / 6 years 

FEMA & State Courses and Awards are available upon Request
