	SHERKIEKA L. BEAMON
816 N. Patrick Street
Alexandria, VA 22314
Home: (703) 778-7864 Cell: (202) 486-9211


SUMMARY OF QUALIFICATIONS 
Proficient in MS Office Suite. 
Excellent Communication and Organizational skills. 
Ability to work as part of a team with all levels of staff.


RELEVANT EXPERIENCE 

ADMINISTRATIVE SUPPORT
Preparation of departmental correspondence including payroll reports, accounts receivable and memoranda. 
Maintaining personnel files, tracking attendance, handling mail.
Accounts Database Management; Additional responsibilities include contacting vendors and distributing payments. 
Promote company development through event planning, meeting coordination, banquets and travel.
Greeting and assisting visitors, and acting as the first-point-of-contact for organization. Ordering supplies, and keeping track of property and managing equipment. 
Inventory control; ensuring operation of equipment by completing preventive maintenance requirements; calling for repairs; evaluating new equipment and techniques.
Train and coordinate interns and office staff.

PROGRAM SUPPORT
Manages all aspects of program information in close coordination with the appropriate program officer, and other Development Office staff.
Assist Program Department with special projects or event-related tasks.
Developed and Organized Program Database and Development Office Resource Materials.

EMPLOYMENT HISTORY
Secretary I- Data Solutions & Technology Inc., Lanham, M.D

9/2005- Present

Office Manager - Institute for the Advancement of Multicultural & Minority Medicine, Washington, D.C.
 6/2004-6/2005

Executive Assistant - Forensic Technology Inc, Washington, D.C. 
8/2000-2/2003

Program Assistant – Alliance for Justice, Washington, D.C.
7/1999-7/2000

EDUCATION
Coursework in Business Studies 2003
Strayer College, Washington, DC

Paralegal Studies
University of the District of Columbia 1993

PROFESSIONAL DEVELOPMENT
Non-Profit Administration, AMERICORPS, Washington, DC
 2000

Computer Certification, APPLIED CAREER TRAINING, Alexandria, VA 
1995


