Customer Service

Customer service professional with over ten years experience in the customer service field: Customer Service Certified. Specific areas of expertise include customer assistance in a call center environment, Information resources, and helpdesk support and software/hardware configuration.

Experienced Administrative Assistant

Data entry, customer service skills, filing, order supplies, answer multiple phone lines, accounts payable, account receivable, reconcile bank statements, prepare Promissory Notes, schedule appointments, Sales Tax Quarterly Report preparation, Income Tax preparation, employment coordinator, inventory control

Administrative Assistant

· Clerical Administration

· Customer Service

· General Office Support

· Customer Service

· Data Entry

· Notary

· 20 years experience with the Houston Police Department

Payroll Administrator

· Responsible for the administration and processing of payroll for 325+ employees, utilizing export  from timekeeping software.  

· Generate and file all associated reports; remit tax payments via ACH deposits.  Maintain attendance plans and balances in payroll and timekeeping softwares.

· Operate as back up for A/P; manage disbursement of petty cash reimbursements and advances.

· Generate and remit quarterly reports to the Museum District Association and Affirmative Action and Contract Compliance MWDBE Utilization. 

· Received Lion’s and STAR Awards in recognition of outstanding job performance.

Entry Level Administrative Assistant

· Phone Etiquette

· Customer Service Skills 

· Proficient with computers and computer soft wares such as Microsoft word,  Excel and PowerPoint

· Proficient with typewriter

· General Office Skills (filing, faxing, ordering, and mailing)

· Successfully completed High school Spanish I, Spanish II, and Spanish III Pre-Ap

· Successfully completed the following Business related courses: Business Multimedia, Business Management, Business Ownership, Diversified Career Preparation I, Diversified Career Preparation II

Purchasing, Receiving, Inventory Control

Six yrs purchasing and receiving assuring on time deliveries & achieving accurate orders.  10 yrs administrative duties in transportation, petrochemical analysis, cabinetry, advertising, publishing & weight counseling. Maintained progress updates, case files, grant writing, meeting notes, evaluations, worker comp, time, leave, travel, meetings & inventory.  Proficient in Desk-top publishing, bookbinding, copying, faxing, Word, Works, Excel, Access. Outlook, PowerPoint, Print Master, telemarketing, P& L, accounting, payroll, billing, collections, purchasing, office setup, Windows 95,98,Me & XP Pro, Unix multi-line phone units, data entry into SAP system, 10 key, and a typing speed of 55 WPM. Has worked with chemical compounds, logs for OSHA (JHA), analyzers, band saws, power pony threaders, reamers, heat & caulking guns, knowledge of contract projects running tray, conduit, Dakron (bundle tubing), wire, etc.

Entry Level Graphic Designer

· A+ Certified 
· Photoshop Certified
· Dreamweaver Certified 
· Typing Skills 50 Words Per Minute With Accuracy
· Web Design 
· Graphic Design 
· Microsoft Word 

· Excel 

Entry Level HVAC, Construction, Electrical Assistant

· Welding  - experience in Arch, Mig, and Tig welding

· Electrical - experience in running wire from electrical box to and from outlets. Constructed my own frame of a house and installed outlets and sockets

· HVAC - Entry-level skills as a technician in residential and light commercial air conditioning with main emphasis on troubleshooting and service refrigeration, and heating

· Plumbing – Basic Skills

· Safety Health and Environmental course at Alvin Community College (received 3 college credits)

· Job Site Health and Safety Training 

Entry Level General Industry

· OSHA 501 Training & General Industry Certification

· EPA 608 Universal Technician Certification

· Interested in Electrical hands-on position

Cisco Certified Network Administrator

· Course trained for A+ certification 

· 6 years experience as a corporate Technical Instructor / Field Representative with additional qualifications for Internet based training         

· 1 ½  years experience installing and maintaining 3 corporate Satellite based PBX telephone and LAN transmission systems to BICSI Specifications

· 2 ½ years experience performing up to Turn-key installation of Long and Short-Haul Microwave transmission systems and their associated Multiplexers

· 2 ½ years experience as a Systems Test / Repair Technician on commercial microwave frequency radio systems and their associated Signal Processing Units.

· 8 ½ years experience as a Repair Technician / Supervisor on numerous military Multi-channel Microwave/ Satellite Transmission System

· Have held up to a TS/SBI Security Clearance, last updated in 2001

Management and Business

20+ years of Management and Business experience in both industry and consulting capacities.  Experience includes new technology business development, forecasting, budgeting, staffing, service and project delivery, revenue reporting, sales, customer relationship maintenance, customer service, project management and product management.  In most recent role as Client & Services Delivery Director, manages Services Delivery and new business development for ERP, BI, CPM, Custom Development, and IT consulting services in the Houston market. Consistently exceeds operational and service delivery goals.   

Manufacturing Skills Standards Council Certification  

Workplace Safety

Broad expansion of knowledge of workplace safety, focused mainly on a production facility. Subject areas include safety around forklifts, cranes, inside production plants, outside, in confined spaces and in specified dangerous situations such as Asbestos leaks and how to deal with situations such as chemical spills and fires

Production

Expansion of knowledge in production environments, plans, skills, and processes. Subject areas include the process of any production facility, production groupings, special situation adjustments, reading plans, and assessing charts as part of the production process.

Quality Control

Knowledge of quality systems, inventory control, and machinery settings, parts, and quality measurements. Repetitive use of virtual quality measurement devices, including multiple situation during which the quality of certain products must be tested and re-evaluated upon failure

Maintenance Awareness

Training in the maintenance procedures and tools used to maintain certain pieces of equipment including air compressors, hydraulic, pneumatic, and electrical systems.

IT Specialist

· Experienced in setup, installation and configuration and maintenance of Active

· Directory network environment including DNS, DHCP and IIS.  Good understanding of TCP/IP.

· Familiar with Microsoft Windows operating systems including Server OS and some Exchange Server 2003.

· Knowledge of server and PC assembly, upgrades and installs for residential or small business environment including high fault tolerant storage setups.

· Experienced in system and software operations training, customer service.

· Experienced in network design, cable install, setup and peripheral configuration for wired and wireless networks. 

· 4+ years experience as ultrasound unit maintenance and repair technician.

· 11 plus years’ experience.

IT Executive with an Outstanding Business Process Improvement [BPI] Record                                                                 

Versatile, results-driven IT professional with 10+ years experience working with C-Level management to translate complex business requirements into technology solutions. Combined broad business experience, technical expertise and analytical skills to help organizations achieve their strategic objectives and articulate a vision for the future. Comprehensive IT knowledge resulting from career progression through the Higher Education ranks. Track record of success aligning goals to drive process improvement using limited resources. Skilled at leveraging existing technologies to save costs. Respected team leader with a demonstrated ability to train and motivate others to exceed established goals.  Proven ability to design and implement large-scale networks and systems infrastructures. Adept at clearly establishing priorities, managing risk and driving the timely completion of large-scale projects, despite aggressive timelines.  Multiple certifications, including MCSE, MCSA, A+, CCNA, and more.  Outstanding presentation and communication skills.

