Your Name
Phone: 123-456-7890 | Email: youremail@bellsouth.net
Address: 123 Anywhere USA
	 
	 


Job Objective


To contribute to the mission of Department of Treasury, Internal Revenue Service as a Management and Program Assistant researching specific programs or issues, collecting relevant statistics and other data, and assisting in preparing reports with supporting tables, charts and illustrations.
	· Identify Problems
· Provide Recommendations
· Prepare Spreadsheets
· Research Issues
	· Revise Guidelines
· Database Management
· Problem Resolution
· Data Analysis

	· Process Improvement 
· Statistical Analysis
· Administrative Tasks
· Spreadsheet Software 


Education History


	

	
DeKalb Technical College Clarkston , GA  United States
Technical or Occupational Certificate 03/2008
GPA: 3 of a maximum 4.
Major: Computer Information Systems
Relevant Coursework, Licenses and Certifications:
Technical Certificate of Credit: Computer Informations Systems - Cisco Specialist
Technical Certificate of Credit: Computer Information Systems - Cisco Security Specialist

	

	
Mercer University Atlanta, GA  United States
Master's Degree 08/1999
GPA: 3.43 of a maximum 4.0
Credits Earned: 42.6 Semester hours
Major: Technology Management
Relevant Coursework, Licenses and Certifications:
Internal Revenue Service VITA Tax Preparation 2005
NxLevel Entrepreneurship Training 2004
Women's Issues & Diversity Training 2003

	

	
Sacred Heart College (Belmont Abbey) Belmont, NC  United States
Bachelor's Degree 05/1983
GPA: 3 of a maximum 4
Major: Business Administration

	

	
Hamilton College Charlotte, NC  United States
Associate's Degree 06/1979

Major: Business Management Honors: Cum Laude

	

	


	
	


	Job Related Training:
	Internal Revenue Service "VITA" Program
CISCO Security
Ethical Hacking and Network Defense
Network Security
WAN Technologies
Switching Basics and Intermediate Routing
Networking Basics
Managing Extraordinary Service 
Listening Skills Workshop 
Managing Interpersonal Relationships
Typing
Shorthand
Book Keeping
Keyboarding
Taxation


Skills


Technical: 
· MS Office 2010, 2007, 2003: MS Excel, MS Access, MS PowerPoint, Word, 
MS SharePoint, CRM, Salesforce, Outlook, Lync

· PeopleSoft, Markview, 
· MS WORD, EXCEL, OUTLOOK, EXPLORER, Windows 2000; Windows XP, CISCO Security, WAN,
Typing Speed 55 WPM
Experience

	Department of Treasury/Internal Revenue Service
2385 Chamblee Tucker Road
Chamblee, GA   30341 United States

02/2014 - Present
Salary: 33,049.00  USD Per Year
Hours per week: 40
Series: 0592 Pay Plan: GS Grade: 5
This a time-limited appointment or temporary promotion
Tax Examining Technician (This is a federal job)
Duties, Accomplishments and Related Skills: 
Major Duties are to: Respond to taxpayer's inquiries regarding preparation of a variety of tax returns, related schedules, and other documentation.
Resolve account inquiries; advise taxpayers of enforcement actions; and manage sensitive case problems designated as having the need for special case handling.
Analyze and resolve tax processing issues.
Adjust taxpayer's accounts; prepare and issue manual refunds; perform multiple credit transfers; compute tax, penalty and interest (including restricted interest).
Secure payment of delinquent taxes and filing of delinquent returns. Recommend lien and/or levy action including supporting information for release.

Notable Mention:
Atlanta Site Accounts Management recognition for "clearly demonstrated...commitment to Quality in the service provided to the customer. 100%"
Supervisor: Your Supervisor (678-123-4567)
Okay to contact this Supervisor: Yes


	

	North Carolina Democratic Party
Raleigh, NC    United States

10/2012 - 11/2012
Salary: 80.00  USD Per Day
Hours per week: 10
Series: 5201 Pay Plan: Other
This a time-limited appointment or temporary promotion
Canvasser/Driver (This is a federal job)
Duties, Accomplishments and Related Skills: 
Canvasser/Driver for Obama For America in Charlotte, NC, during the early voting period for Mecklenburg County. Duties consisted of Knocking on doors (targeted 150 per day)to encourage everyone to exercise their right to vote; driving co-canvassers to their designated areas, disseminating territorial packages; transporting voters to early voting polls; and completing daily reports.
Supervisor: Your Supervisor (704-123-4567)
Okay to contact this Supervisor: Yes


	

	TeKSystems (Contract @ Sprint for Ericsson)
2400 Lakeview Pkwy, #125
Alpharetta, GA   30009-7939 United States

06/2010 - 10/2010
Salary: 15.00  USD Per Hour
Hours per week: 40
Network Operations Center (NOC) Technician
Duties, Accomplishments and Related Skills: 
Analyzed, Identified, Isolated, resolved and/or reported Technical issues on the Wireless Network; specifically:
Opened, processed/worked/closed tickets in TRAMS/TRS for major wireless customers
Isolated, resolved Troubles using FACTS, REACT or referred client troubles to respective LECs
Dispatched Sprint/Ericsson Tech when required for additional troubleshooting/Resolution
Tested T1, T3 lines utilizing QUICKPAD for DACS assist
Prepared Time Reports and ensured that they were turned in timely for weekly processing.
Supervisor: Your Supervisor (770-123-4567)
Okay to contact this Supervisor: Yes


	

	Level 3 Communications
180 Peachtree Street, Northwest
Atlanta, GA    United States

09/2007 - 02/2009
Salary: 53,000.00  USD Per Year
Hours per week: 40
Network Operation Center Technician
Duties, Accomplishments and Related Skills: 
Opened, processed/worked and closed tickets for major DNOC customers
Analyzed, Isolated, resolved client troubles prior to notifying respective LECs, if warranted
Tested T1, T3 lines utilizing DACS, NetAnalyst,  NetSmart; Futji
Accessed multiple databases via the web to assist with trouble isolation and verification and resolution
Isolated and resolved IP issues in the Juniper/CISCO router
Communicated/escalated issues with management both internally and externally
Worked with management and team leads to ensure 24X7 coverage
Attended training suggested by management and self initiated
Provisioned in the Lucent 5-ESS Switch 
Interfaced with various departments for trouble isolation/resolution
Supervisor: Your Supervisor (970-123-4567)
Okay to contact this Supervisor: Yes


	

	Department of Treasury, Internal Revenue Service
1500 Pennsylvania Avenue
Washington, DC   20219 United States

02/2007 - 03/2007
Salary: 11.00  USD Per Hour
Hours per week: 24
Series: 0303 Pay Plan: GS Grade: 03
File Clerk (Seasonal) (This is a federal job)
Duties, Accomplishments and Related Skills: 
Pulled and/or filed 800 tax returns daily before and/or after departmental processing
Create Daily Time Reports
Supervisor: Your Supervisor (678-123-4567)
Okay to contact this Supervisor: Yes


	

	KMC TELECOM
1755 N. Brown Road
Lawrenceville, GA    United States

08/2000 - 07/2005
Salary: 63,000.00  USD Per Year
Hours per week: 40
5-ESS Translations Specialist
Duties, Accomplishments and Related Skills: 
Worked closely with Sales Teams to ensure accuracy of customer orders and the successful Testing and Turn-ups with the Field Technicians at point of installation. 
Provisioned Trunks, PRIs, BRIs, Centrex and Analog Lines in the 5-ESS Switch. Communicated via telephone & site visits with Internal/External Customers to provide training and customer retention.
Major contributor to the success of the 3 for 1 NPA-SPLIT in the state of Minnesota via programming and scripting in Lucent 5-ESS Switch
Wrote Policy/Procedures for implementation
Received "Kudoos" Awards for Contribution to Corporate Success
Created Itineraries, Made Airline Reservations, Made Hotel Accommodations,Expense Reports/Receipts and ensured that they were turned in for timely processing; Kept Credit Card Bills Current
Ordered Food for Office Gatherings; Reserved Conference Rooms; Ensured Technology for Conference Calls for intact prior to meetings.
Supervisor: Your Supervisor (678-123-4567)
Okay to contact this Supervisor: Yes


	

	Lucent Technologies via A & A Services
11900 E. Cornell Avenue
Aurora, CO   80014 United States

08/1999 - 06/2000
Salary: 32.00  USD Per Hour
Hours per week: 40
Translations Specialist
Duties, Accomplishments and Related Skills: 
Provisioned foundation Translations for the entire Company (Advance Telecom Group) in the Lucent 5-ESS Switch, submitted voice mail, long distance and E911 activation requests. Trained Peers to proficiently program Trunks, PRIs, BRIs, Centrex and Analog Lines in the 5-ESS Switch. Analyzed/Resolved Customer Telecommunication issues. Major contributor to the success of Test/Turn-ups of new service for Field Technicians.
Created Itineraries, Made Airline Reservations, Made Hotel Accommodations, Prepared Time/Expense Reports and ensured that they were turned in for timely processing
Supervisor: Your Supervisor (503-123-4567)
Okay to contact this Supervisor: Yes


	

	U S West Telecommunications via A &A Services
25 E. Thomas Road
Phoenix, AZ   85012 United States

08/1998 - 11/1998
Salary: 32.00  USD Per Hour
Hours per week: 40
Programmer
Duties, Accomplishments and Related Skills: 
Programmed Trunks, CENTREX and Analog Lines in the Lucent 5-ESS and 1-A switches and MARCH Databases; accessed and retrieved information form IBOSS, WFA, FOMS, LMOS, & SOPAD Databases to ensure accuracy of customer's location during repair initiatives. Communicated with Business Office, Assignment Division, FRAME and COMPLEX Translations to complete/resolve customer service order request within specified time.
Created Itineraries, Made Airline Reservations, Made Hotel Accommodations, Prepared Time/Expense Reports and ensured that they were turned in for timely processing
Supervisor: Your Supervisor (602-123-4567)
Okay to contact this Supervisor: Yes


	

	ProStaff
1335 Peachtree Street, NE
Atlanta, GA   30309 United States

03/1997 - 06/1998
Salary: 10.00  USD Per Hour
Hours per week: 40
Clerk
Duties, Accomplishments and Related Skills: 
Contract assignment at Spelman College as Freshman Success Coordinator; Provided statistical data reports on student's first year of college, reporting to Willa McGriff (770)855-9518; Other Assignments sites = City of Atlanta Housing Authority = Receptionist; Cushman & Wakefield - Receptionist; Serological = Secretarial duties; SunTrust Bank = Receptionist
Prepared and Turned in Time Reports for weekly processing.
Supervisor: Personnel HQ (612-373-2600)
Okay to contact this Supervisor: Yes


	

	BellSouth Telecommunications
675 W. Peachtree Street
Atlanta, GA   30308 United States

04/1980 - 06/1996
Salary: 42,000.00  USD Per Year
Hours per week: 40
Systems Analyst
Duties, Accomplishments and Related Skills: 
Over 15 years of Managerial Experience
Consolidated two centers into one with not down time, a task that included ordering pertinent furniture, moving cables, equipments, coordinating all efforts with respective departments and briefing management of the progress both written and verbally.
Served as relieving supervisor for evening/night shift, driving company vehicle to various central offices, delivering Frame Attendants workload after pricing and loading it to the respective individuals
Providing Business Solutions
Supporting Sales Functions
Monitored Telecommunication Networks in the Real Time Operations Center; Made weekly/ emergency updates to FACS/LFACS Tables for service order flow thru process, automating process' to handle volume increase more expeditiously 
Specializing in on-time delivery for high pressure tasks
Instrumental in contributing to the success of multiple NPA-SPLITS
Provisioned Trunks, BRIs, PRIs, Centrex and Analog Lines
Accounting Clerk, Proficient in 10-Key/Batch Work
Line and Number Administration Clerk, Assigned Customer Telephone Numbers and central office equipment with no duplications
Dial Tone Assistance Clerk, Assisted Field Technicians with changes to field equipment to restore customer service
Created Itinerary for scheduled Trips, made Hotel Arrangements and Car Reservations
Requested checks prior to trips when necessary
Kept Credit Card Bills current and forward to all receipts to purchasing
Supervisor: Your Supervisor (704-123-4567)
Okay to contact this Supervisor: Yes


	

	First Union National Bank
301 S. College Street
Charlotte, NC   28288-0732 United States

05/1977 - 04/1980
Salary: 12,000.00  USD Per Year
Hours per week: 20
Trust Tax Secretary
Duties, Accomplishments and Related Skills: 
Prepared / Filed Timely Fiduciary Tax Returns; Kept Tax Law Documentation Current; Supported three Trust Tax Officers; Answered Phones, Ensured that messages were taken properly and relayed to perspective Trust Tax Officers; Made copies; Support Vice President on occasions; Worked more hours than full time employee during tax season to ensure tax deadlines were met
Supervisor: Your Supervisor (1-877-123-4567)
Okay to contact this Supervisor: Yes


	

	Randolph Alcoholic Clinic
100 Billingsley Road
Charlotte, NC    United States

05/1973 - 08/1975
Salary: 425.00  USD Bi-weekly
Hours per week: 10
Receptionist
Duties, Accomplishments and Related Skills: 
Screen phone call for Doctors and other Social Workers on Staff
Administer Pre-screening Test to Clients
Created Individual files for clients
Took Dictation for Dr. McDonald
Transcribe Dr. McDonald's Recordings
Typed Correspondence
Kept track of appointments
Supervisor: Your Supervisor (1-800-123-4567)
Okay to contact this Supervisor: Yes




	
References:
	Available upon request
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