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SUMMARY
Office Services/ Facilities Management
HIGHLIGHTS
	SKILLS PROFILE - Customer Relations, Department Management, Team Building, Quality Control, Technical assistance, Microsoft Office,
	



ACCOMPLISHMENTS
Receiver of numerous certificates for Outstanding Services, Circle of Excellence and Manager of the year

EXPERIENCE

                                                             GREENBERG TRAURIG LLP
    Tysons Corner, VA
District of Columbia - Managed Facilities department from two to eight employees, functioning between office maintenance, office services, records and catering assistance - Proactive involvement regarding new office startups in Tysons Corner, VA and Austin, TX including the design and development of facility department, equipment and supply purchasing, procedures and personnel, including input on training curriculum. - Duties include client service relations, team building, employee development, quality control, trial supply services, budget analysis and internal contract procurement for supply vendors and office equipment. - Collaborated with business director regarding construction meetings and property walkthroughs for interior build outs, sub-leasing floor plans and design. Working alongside property management to coordinate internal and external furniture and equipment movement. - Coordinate of internal office movement for current and onboarding attorneys and staff including various handy man responsibilities, office setups, furniture moves, picture hanging, keyboard tray installation, computer setup and coffee machine and water filtration maintenance. - Office services management of mail, electronic printing, litigation copy and faxing services utilizing Filesite, FTP services, Ecopy, Acrobat adobe, Efax, and Microsoft Office suite. - Coordinate of internal records processes including incoming and outgoing file movement, electronic records transfer and internal box movement.

OCE BUSINESS SERVICES
OFFICE SERVICES MANAGER
District of Columbia - Office Services Manager of facility department's mail, copy and fax processes contracted with Sally Mae and Greenberg Traurig LLP. - Duties include team building, employee evaluation, cross training and management, customer service and quality control excellence, equipment research and purchasing, weekly, monthly, quarterly, and yearly P&L statistical analysis, cost control and billing reports for client Greenberg Traurig LLP. - Receiver of numerous certificates for Outstanding Services, Circle of Excellence and Manager of the year.

MERRILL CORPORATION
CUSTOMER SERVICE REPRESENTATIVE
District of Columbia - Customer service representative of DC law firm of Weil, Gotshal and Manges. - Duties include incoming and outgoing mail processes, copy reproduction, supply ordering and inventory control, bank deposits, and FCC filing submissions.
[bookmark: _GoBack]EDUCATION
A.A.S.: BUSINESS MANAGEMENT							2012-12-01
Prince Georges Community College, Largo, MD, US
Prince Georges Community College 12/1/2012 Largo, MD - A.A.S. Business Management Certifications
SKILLS
Buying/procurement, Purchasing, Quality Control, Team Building, Training, Acrobat, Budget, Budget Analysis, Faxing, File, Filtration, Ftp, Leasing, Litigation, Maintenance, Microsoft Office, Ms Office, Onboarding, Printing, Proactive, Procurement, Property Management, Self Motivated, Customer Service, Receptionist, Retail Sales, Billing, Cost Control, Statistical Analysis, Customer Service Representative, Fcc, Filing, Inventory, Inventory Control, Ordering, Customer Relations, Help Desk, Help Desk Support, Technical Assistance, A.a.s., Business Management

