JESSIE ROBERTSON WINN

102 Evergreen Avenue

Richmond, VA  23223

(804) 888-2627 or 828-8740

OBJECTIVE:  A Full time position leading to Office Manager


*Excellent Knowledge of computers


*Superb talent dealing with the public


*Committed to getting the job done to the best of my ability

EDUCATION
Commonwealth College, Richmond, VA

Medical Office Management

Associates of Applied Science Degree

Graduation date:  June, 1996

Kee Business College, Richmond, VA

Business Computer Administration

Diploma

Graduation date:  September, 1985
Rutledge Business College, Richmond, VA

Secretarial Administrative

Diploma

Graduation date:  June, 1983
RELATED EXPERIENCE
7/24/06 – Present
Office Support Specialist II
The City of Richmond, Social Services,

                                                                                            MCV Unit

10/02 – 6/30/06

Administrative Assistant

The Steritech Group, Inc.
3/01 – 2/02

Receptionist


Ruxton Health & Rehabilitation Center

10/00 – 2/01

Human Resource Specialist
Service Master

11/99 – 10/00

Business Office Assistant/
Human Resources Inc.

                                       Administrative Assistant

7/96 – 7/99

Receptionist/Medical Assistant
Manchester Physical Therapy, Inc. &




Billing Clerk & Administrative       Jerome Smith, MD

                                       Assistant
HONORS

Perfect Attendance


Honor Roll

Dean’s List

President’s List



Trophies

Certificate of Appreciation

JESSIE ROBERTSON WINN

102 Evergreen Avenue

Richmond, VA  23223

(804) 888-2627 or 828-8740

Dear Office Manager:


I am writing in regards to a potential position in your institution.  I feel with diverse experience as an Office Assist and Supervisor, I would be great asset to your institution.  The reputation of your institution to install quality care coincides with another career goal of mine, that of maintaining long-team employment with an institution that offers opportunities of professional growth.


I feel that I am very qualified do to the experience that I gained at my pass jobs as Receptionist, Administration Assistant, Business Assistant, and payroll clerk.  I am writing to embrace new tasks to challenges my professional skills.  I am able to manage multiple tasks in a timely and efficient manner.  I would like to obtain a minimum wage of $13.00 to $14.00 an hour to start.


I have included by resume for you convenience.  I would be glad to discuss by qualification in further details.  Thank you for your consideration and time.

Sincerely yours,

Jessie Robertson Winn

FAX
JESSIE ROBERTSON WINN

102 Evergreen Avenue

Richmond, VA  23223

804) 888-2627© or (804) 828-8740(w)
FAX TO: ______________________________________
DATE SENT:___________________________________

FAX NUMBER: ________________________________
PHONE NUMBER: _____________________________
NUMBER OF PAGES. (Including cover sheet) ______
CHAUNCEY L. WINN

102 Evergreen Avenue

Richmond, VA  23223

(804) 539-6401 or (804) 888-2627
OBJECTIVE:  A full time equipment operator or truck driver position


*Excellent Knowledge of loader, grader, backhoe, excavator, truck driving, dump trailer,

               power saw, demo, fin grading, site work


*Superb talent dealing with the public


*Committed to getting the job done to the best of my ability

EDUCATION
Highland Springs High School 

Basic

12th grade 1970

United States Air Force

GED  1978
RELATED EXPERIENCE

3/09 to Present


Ironhouse Hauling, Inc.

Richmond, VA 23224








804-240-2955

6/09 to Present


Chauncey’s Lawn Care 

Richmond, VA 23223









804-539-6401

5/04 to 3/06


Dwight Snead, Hauling, Inc.
Ashland, VA









804-358-4678
11/66 to Present

Willie Cosby, Hauling, Inc.
Richmond, VA  23223









804-218-2722

11/78 to 7/03


Henrico County Department
Henrico County, VA  

                                                     of Public Works


804-261-8300

HONORS

Plax

 Albums

Newsletter Articles
1st Place snow plow, loader & backhoe

Trophies
Certificate of Appreciation
             Honorable Discharge Air Force

FAX
JESSIE ROBERTSON WINN

102 Evergreen Avenue

Richmond, VA  23223

(804) 539-6401, (804) 888-2627 or (804) 828-8740
FAX TO: ______________________________________
DATE SENT:___________________________________

FAX NUMBER: ________________________________
PHONE NUMBER: _____________________________
NUMBER OF PAGES. (Including cover sheet) ______
COMMENTS:
