
Personal Information:
Iantha Enetter Jones 

Highlights of Qualifications:  Seventeen years experience in the administrative field.  Work experience includes program support, research and evaluation, and participation in the development and implementation of policies and procedures; confident and skilled use of Information Technology to maximize the use of problem-solving techniques in the classroom, on the job, and at work; and ability to perform in any organization at a professional level.

Education


F.T. Nichols, New Orleans, LA 70117, June 1984, Diploma

Northern Virginia Community College, Woodbridge, 22192 VA

a.  Associate of Science in General Studies, January 1998

b.  Certificate in Information Systems Technology, August 2001

c.  Certificate in Microcomputer Usage, September 2001

d.  Associate Degree in Network Administration, Fall 2005
Expected Graduation Date:  Fall 2005, Bachelor of Science in Occupational and 

Technological Studies, 
Old Dominion University, Norfolk, Virginia

Additional information:
The courses I need to complete my degree Math 152 and Math 157. I will complete these courses before next spring 2005.
Work Experience:

Ardelle Associates

AA Temps 
7002 – N Little River Turnpike
Annandale, VA 22003
Senior Recruiter: Cathy Cantwell

Served in a variety of administrative positions for various organizations and assignments.  Most often worked in a team environment responsible for answering and routing all incoming calls to maintain open lines; determining appropriate contacts for callers both inside and outside of the firm; properly interacting with customers to uphold the company's level of customer service, accountable for a variety of other administrative responsibilities, including ad hoc assignments from other departments across the company.

Northern Virginia Community College 

Instructor /Info Technology-Acad. Supp
Woodbridge Campus Continuing Education  
June 2003 – Present

Woodbridge, VA 22191



10 hours per week

Supervisor:  Ms. Ann Angelo



 Contract





(703) 878-6557




 

Instructs out-of-school youths and Continuing Education adults in academic and nonacademic courses in public or private schools or other organizations: Prepares outline of instructional program and studies and assembles material to be presented in lectures and discussion groups to increase students' knowledge or vocational competence. I am teaching a course, Microsoft XP, Word, and PowerPoint. I have conducts workshops and demonstrations.  
ABC Staffing Services

Administrative Associate/Receptionist/ and

13478 Minnieville Rd

Information Referral Specialist

Woodbridge, VA 22191



March 2002- July 2002
Recruiter:  Ms. Donna Ciani



25 hours per week

(703) 680-2266




$12,000 yearly

Served in a variety of administrative positions for various organizations and assignments.  Most often worked in a team environment responsible for answering and routing all incoming calls to maintain open lines; determining appropriate contacts for callers both inside and outside of the firm; properly interacting with customers to uphold the company's level of customer service, accountable for a variety of other administrative responsibilities, including ad hoc assignments from other departments across the company.  Participated in several studies to determine the appropriate level of customer service to Active-Duty Marines, assisted with the review and evaluation of the study results, and in the preparation of a management report.  For one of two recent major projects, planned and defined the requirements for the procurement of toys and other gifts, developed the cost analyses for selected items and potential sources of procurement, presented the plan to management, and procured the items for the Annual Children’s Fun Fest at the Quantico Marine Base.  Assisted with data entry of survey information and manipulated that data using Access and Excel programs to identify the benefits of Marine Corps Community Service Center Programs.  Prepared correspondence using MS Word, effectively communicated with other employees, contractors, Marines, and their families over the telephone and in person.  
Northern Virginia Community College 

Computer Management and Instructional Woodbridge Campus Computer Lab


Assistant 

Woodbridge, VA 22191



September 1996–Dec 19, 2001

Supervisor:  Ms. Sally Cool



40 hours per week





(703) 878-5700




$22,000 yearly

Expertly performed as night manager of a 60-computer lab for NVCC students.  Night management duties included the full array of management including ensuring authorized access to the facilities, controlling and monitoring the use of computers, programs and software, managing student behavior, collecting fees for using printers, trouble-shooting, instructing and assisting students with information systems technology homework, preparing reports of systems failure, interacting with other campus employees, and supervising two to four student workers and/or volunteers.  Responsibilities also included programming and upgrading new and old computer equipment, making temporary or minor repairs, installing and replacing networking devices and other computer peripheral equipment with state of the art devices, such as monitors, hard-drives, and keyboards; and installing and replacing software and CD ROM drives and backup systems.  

Successfully tutored computer students in Microsoft Windows 95, 98 and MS 2000, Word, Excel, and Access, Corel WordPerfect 8.0 and maintained the computer support help desk.  Proctored visual basic student exams in the College Testing Center and maintained familiarity with current trends in computer technology through taking college courses, discussing technology with experienced computer personnel, and reading all available literature on computer technology, client/server technology and network engineering and management.  Maintained computer logs to observe the trends in computer usage by students.  Ensured that students complied with the College rules and regulations.  Annotated and tracked trends in the Computer Labs services and reported my findings to management on a daily basis.  I am also aware of the importance of computer security issues, techniques, and the latest applicable laws and regulations regarding privacy, access control, virus detection, protection devices, and data integrity.  

Department of the Army 





Office Automation Clerk/GS3

Child Development Center





August 1989-October 1995

FT Belvoir, VA  22060





40 hours per week


Supervisor:  Ms. Barbara Griffith




$19,000 yearly

(703) 806-4347 

Effectively managed and maintained the Standard Automated Management System to record, track and monitor personal, family, medical, attendance, and statistical information, including storing, retrieving, and disposing of records in accordance with National Archives regulations.  Established procedures and practices for the security of personnel and client records to prevent unauthorized access.  Assisted in developing management plans and participated in studies to recommend to the Department of the Army the ratio of children per child care worker.  Initiated new filing system and restructured the Center’s databases to simplify record keeping.  Organized parent teachers association meetings and made video presentations of the Center and it’s staff.  Prepared accounts 

receivable and accounts payable reports for budgets.  Expertly tracked equipment expenditures and certified payments to vendors.  Briefed management on the day-to-day operations of the Center.  Communicated with contractors, engineers, and other military and civilian workers on the base over the telephone, in person, and by Fax.  

Prepared work orders and ensured building upkeep and maintenance.  Validated applications for childcare and ensured internal controls over that information in accordance with the Privacy Act.  Collected, documented, controlled and reconciled all cash payments for childcare and maintained the related accounting database.  Ensured all children in attendance were accounted for and effectively communicated policies and procedures to parents.  Provided program support to child care workers and made recommendations for policy and procedural changes in the day-to-day management of the center.  Held one-on-one consultations with parents and effectively resolved conflicts.  Researched and ensured compliance with Army, Federal, and State child care regulations.  Acted as liaison for General Accounting Office, Army Audit Agency, and other Federal reviews of the Center’s health, medical, and welfare practices and procedures.  Reviewed Department of the Army audit reports and provided input into the feasibility of complying with recommendations made.  Prepared monthly newsletters in MS Word to inform parents of current events.  Assisted staff with identifying and securing appropriate training.

Fashion Bug Retail Store 




Retail Sales Clerk/Assistant Manager

Alexandria, VA  22309




September 1988 to February 1989

Supervisor:  Ms. Marlene Rush



40 hours per week






$12,500 yearly

Sold ladies merchandise; advised customers on styles; planned and designed decorations for store interior; performed accounts receivable for customer credit and cash payments and reconciled register receipts; maintained accounts for damaged merchandise; maintained accurate inventory records; and effectively communicated with customers and vendors.

Other Employment:

I was also employed as a student worker at Southern University and Delgado Community College in New Orleans, LA from August 1984 to May 1987.  During these employment periods, I assisted with program evaluation reports, student registration, scored professional exams, mailed correspondence and performed other administrative assistant duties.  I obtained the basic skills for operating office equipment and some in-depth knowledge of computers by generating and reviewing ADP reports.  I also identified and corrected registration errors, assisted students with their registration, and coordinated orientation activities for teachers and students.  

I volunteered 300 hours in the Computer Lab while I performed work-study at the Northern Virginia Community College.  In addition to life-experiences, all of my employment and college courses required the ability to analyze and use problem-solving techniques.  I have expertly demonstrated strong analytical skills when researching regulations, laws, policies and procedures, detecting and correcting computer problems, errors in data input, and reconciling administrative and accounting reports.  I am highly capable of establishing priorities and performing multiple tasks.

Knowledge, Skills and Abilities

Ability to organize and manage the clerical and administrative processes in an office.

I believe my experience and education provide me with an enhance ability to manage and organize my workload while priorities are shifting.  While employed at the various colleges and universities, I attended classes and with these classes, I worked in the registrar/admissions offices assisting students, each one having a different problem that needed to be resolved right away.  While at the Fort Belvoir Child Development Center, I often accomplished my administrative duties while caring for a sick child that was not permitted in the classroom.  At the same time, I attended to parents coming in and out for different reasons, such as obtaining information, paying child care fees, or reporting for a parent teacher conference.  Each night at the Northern Virginia Community College, I simultaneously managed 60 computers and assisted 60 students each needing different assistance with their homework, questions to be answered, and telephones ringing.  Lastly, taking two to four courses a semester while working requires the utmost in management and organization skills to accomplish all assignments and tasks at work.  In all my work, I have demonstrated that I am highly capable of managing and organizing workloads, easily shifting priorities at a moment’s notice, and performing multiple tasks.  
Ability to communicate with managers, employees, and the public in person and over the telephone.
I have excellent verbal and people skills.  As a student and employee at various organizations including the colleges and universities, I had to interact with students, faculty, staff, contractors, and often, family members.  In particular, I dealt with parents on a daily basis at the Fort Belvoir Child Development Center.  This job required me to be professional yet friendly and understanding to Active Duty Army personnel from Privates to Generals.  In briefing or interviewing parents, I explained the Center’s policies and procedures in clear understandable terms and often had to act as a mediator between staff and parents.  I am always pleasant and polite and welcome feedback from others.  In the Computer Lab, I learned to deal with the great variety of student personalities and had to resolve many conflicts and misunderstandings.  However, the manner in which I presented myself through oral communication always allowed me to resolve adverse situations yet maintain friendships with others.  My employment at the Fashion Bug Retail is a great example of my ability and skill to communicate orally with others.  At this job, I convinced ladies to purchase a lot of merchandise; advised customers on styles, and effectively communicated with vendors and store management.

Ability to implement the daily administrative functions (ordering supplies, maintaining office equipment) for an office. 
I am expertly skilled in operating word processing equipment to include the use of electronic typewriters speed 30 to 40 wpm, e-mail, scanners, fax machines, copiers, telexes, and especially computers and the use of zip drives.  I may add that I am very familiar with the use of audio and video equipment, analog and digital for tele- and video-conferencing.  I primarily obtained knowledge of word processing equipment through my employment at the Ft Belvoir Child Development Center, NVCC computer lab, and taking business and information systems technology courses.  My skill in using word processing equipment was enhanced through my various Federal, State, and private employment.  In my pursuit of a Bachelor’s degree from Old Dominion University and my employment, I have had to use the computer and MS Word to prepare essays, article reviews, research papers, and reports.  I used MS Access and Excel to complete homework assignments, e-mail to contact instructors, other students, and business clients, video equipment to make presentations, fax machines and scanners to transfer information from a permanent document to a computerized document for further processing.  As a result, my skill in operating word processing equipment is quite advanced and would be an asset to any organization.

Skill in operating personal computers, including a variety of software packages.
My skill in the use of automated systems basically stems from my education, experience, and great interest in the filed of technology.  Not only did I successfully complete a degreed program in Network Administration, I also earned two career studies certificates in information systems technology.  In addition, I spent hundreds of hours managing and volunteering in the Woodbridge Campus Computer Lab.  This afforded me the opportunity to obtain great knowledge in various operating systems such as Windows 95, 98, 2000, and XP.  I also have some hands on knowledge about the Unix Operating System.  At home, work, or in the classroom, I use Microsoft Office software products including Word, Excel, Access, and PowerPoint on a daily basis to perform my job or to complete course assignments.  While working at the Computer Lab, I instructed and assisted other students and employees on the use of automated systems and programs.  In all my employment, I have used automated systems to perform some tasks.  For example, at the Fort Belvoir Child Development Center, I used the computer to:

· Record and monitor personal, family, medical, attendance, and statistical information. 

· Develop a new automated filing system and restructure the Center’s databases.  

· Organize meetings and other activities.  

· Prepare reports for budgets.  

· Track equipment and expenditures and work orders.  

· Maintain child care payments and the related accounting database. 

· Track employee training.

Knowledge learned at the Computer Lab and in classes also includes programming, trouble-shooting, obtained knowledge in programming, installing and repairing peripheral devices, and I am an expert at “surfing the net” to research different topics.

College Courses Included:

Management

Marketing

Research

Writing Essays

Computer Skills and Network Administration

Psychology

Occupational and Technical Education

Training –

Repairing and Upgrading Microcomputers

Graphics Design, Web Page Design, Web Page Publisher, and Internet Developer

Computer Program Design and Programming Languages, including Visual Basic and 

Database Management

Microsoft Windows XP, NT, 2000, 98,95

Microsoft Office Suite including:  Word, Excel, Access, and PowerPoint Presentation

Adobe Illustrator    8.0

Adobe Photoshop 7.0 

Word Perfect, 8.0

Harvard Graphics

Unix 

Awards –

Excellence Through Service Award

Department of the Army Official Commendation

Certificate of Training in Communicable Diseases

Certificate of Achievement in Food Safety

Certificate of Achievement in Preparation of Military Correspondence

Certificate of Achievement in Completed Regional Training Course in Child Development Centers

Certificate of Achievement for Professional Service 

Student Accomplishments

Volunteer Work – 

300 hours at the NVCC Computer Lab tutoring more than 460 students 1995-2001

130 hours at the Woodbridge Senior Citizen Center planning and organizing social activities

Internships – Senior Activity Center, Prince William County 

Personal References

Gordon A. Genovese or
Managers

Marine Corps Community Services Center

Or Linda Sharpley




2034 Barnett Avenue








Quantico, VA  22134








(703) 784-2659

Barbara Thomas 

NVCC Security
7589 Margate Court








Manassas, VA  20109








(703) 369-3584

Jenny and Brian Carson
Contractors


23745 GRANT DR 
LOXLEY, AL 36551

(703) 580-4477
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