Evelyn P. Rosa

483 N. Armistead St. #102 Alexandria VA, 22312

(703) 658-4633 / evelyn_rosa@hotmail.com
OBJECTIVE
To obtain a full time job as an administrative assistant that will challenge my skills and knowledge.


QUALIFICATIONS:

Platforms: Win 3.1/Win 95, 97, 98 

Applications: MS Office applications, Microsoft Word/Excel/Power Point

Business Machines:  Xerox, Fax

Typing Speed:  50 WPM

Languages:  English/Spanish

DOD Secret Clearance

DUTIES

· Maintains filing system, database, spreadsheets 

· Processes paperwork and performs data entry

· Types proposals and performs complex formatting features using Microsoft Word master document feature

· Prepares purchase orders and invoices,  create or modify spreadsheets using Excel

· Generates expense reports, tables charts and view-graphs

· Receives and distributes business mail

· Answer and screen telephone calls

· Coordinate meetings, receives and answers e-mail for division manager

· Coordinate travel arrangements

· Communicate with customers in a professional manner

· Orders supplies, distributes checks and collects timecards

· Generate interoffice memos

STRENGTHS

· Completes tasks in a timely and efficient manner

· Organizes time wisely and able to prioritize workload

· Able to work independently with little supervision

· An ambitious self-starter

· Displays work habits and persona in a professional manner

EMPLOYMENT HISTORY

Administrative Assistant






Jun 1999 - Present

DynMeridian/DynCorp

6101 Stevenson Avenue

Alexandria, Virginia 22304

Supervisor: Bob Michela

(703) 461-2207

My duties for DynMeridian at this moment consist on the processing of paperwork and data entry using Microsoft Word, Excel, and Power Point, also maintain a filing system, coordinate travel arrangements, distributes checks and collects timecards as well as providing office support for the company staff.

Administrative Assistant






Sept 1998 - Apr 1999


Vertex Communications Corporation


4433-H Brookfield Corporate Drive

Chantilly, VA 20151

(408) 654-5600 / HR Dept. in California

My duties while working for Vertex included, coordinating travel arrangements for the employees of the company. Prepare purchase orders, invoices, answering and screening telephone calls, receive and distributes business mail. I would also generate expense reports, tables charts and graphs. Order supplies, distributes checks and collects timecards, and process paperwork and data entry.

Receptionist/Administrative Assistant




Feb 1998 - Sept 1998

SECURCORP, Inc.
1529 Old Bridge Road
Woodbridge, VA 22192
Supervisor: Tom Pokusa

(703) 499-9359 
While working for SECURCORP, my duties included answering and screen telephone calls, filing documents, and process of paperwork and data entry using Microsoft Word, Excel and PowerPoint.

EDUCATION
High School Graduate

South Lakes H.S. 6-1996

(NOVA) Northern Virginia Community College

From:
1997 To: Present

Degree: Pending 40 credits

Business Administration

INTERESTS
Reading, Computers, Listening to music

REFERENCES Available upon request

