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ROCHELLE A. PATTERSON

administrative assistant 

SKILLS:

· Proficient in Microsoft Office Suite: Word, Excel, Power Point, Access and Outlook
· Proficient in Live Links
· Strong interpersonal and communication skills
· Executive level administrative support; 


- anticipate needs, create and maintain appointments, calendars and schedule



- proven ability to compose correspondence, memorandums and meeting minutes 



- accurately compile and complete weekly and monthly reports, edit proposals with strict 


  guidelines, process invoices and close out financial budgets 



- coordinate and conduct small and large meetings, seminars, conferences and job fairs

PROFESSIONAL EXPERIENCE: 

November 2008 – Present:  Defense Centers of Excellence (DCoE) Psychological Health & Traumatic Brain Injury (PH/TBI), Silver Spring, MD

SENIOR ADMINISTRATIVE ASSISTANT

· Provide senior level administrative support throughout organization in support of functions within the Office of the Chief of Staff
· Maintain DCoE master calendars, to include updating the significant event and weekly calendars 
· Plan and make travel arrangements and provide assistance in post trip completion of travel vouchers.  

· Coordinate and schedule training and maintain training records 
· Establish, organize, maintain, and track electronic and hard-copy files and records of correspondence, policies, procedures, and other administrative office documentation
· Prepares agenda for staff meetings and huddles.  Take minutes at staff meetings and update staff directory.
· Monitor and maintain inventory control system; including placement, receipt and distribution of supply orders
April 2008 – November 2008:  Ajilon Staffing Agency, Washington, DC                                       

EXECUTIVE ASSISTANT

· Provide executive level support to the Department Director and staff for a worldwide non-profit scientific society which conducts large meetings and conferences; requires regular communication with scientist, hotels and vendors world-wide

· Write correspondence, edit  proposals and reports, schedule and coordinate appointments, create web based PDF forms, process invoices, wires and check requests

· Create excel spreadsheets and statistical graphs from raw data

· Close out final financial budgets 

February 2007 – March 2008: TRICARE, Resources Information Technology Program Office (RITPO), Falls Church, VA

EXECUTIVE ASSISTANT (Contractor)

· Provided executive level administrative acquisition support to the Deputy Program Manager and Acquisition Support Team

· Liaison between 6 project offices, serving15 Information Technology systems

· Coordinated schedule, maintained calendar and prepared for internal and external meetings

· Composed, edited,  proofread, reviewed and analyzed documents, correspondences, memorandums and power point presentations 

· Drafted meeting minutes, conducted Internet research, maintained and distributed reports, prepared tracking logs and maintained electronic databases

· Liaison in daily interactions with high-ranking and upper management level officials in the Army, Navy and Air Force

March 2006 – January 2007: US Department of Agriculture (USDA), Washington, DC        

ADMINISTRATIVE ASSISTANT & ERGONOMIC CONSULTANT (Contractor)

· Provided superior administrative support to the Program Director; independently writing memorandums, answering phones, maintaining calendars and handling special projects

· Performed work environment and work station assessments; performed analysis of data to evaluate and identify risk factors that might require ergonomic solutions to employee concerns 
· Provided written reports and made recommendations for use in determining causation when seeking remediation of workplace problems
· Created and presented interactive ergonomic presentations and training sessions to individuals and groups

· Worked with people across the country via phone or email, maintain employee-tracking logs and prepare and distribute weekly reports

November 2003 – March 2006:  Axiom Resource Management, Inc., McLean, VA. 


EMPLOYMENT SPECIALIST 

· Assisted client employers in finding qualified candidates via nation-wide database of qualified job seekers;  provided resources relating to accommodations, diversity issues, American with Disability Act laws and tax benefits

· Provided job seekers and service providers with job leads posted by client employers

· Reviewed and recommended resume improvements for job seekers

· Oversaw Database functions requiring designing and building SQL queries;  maintained for quality assurance and reporting purposes

· Produced monthly reports for the Department of Defense, consisted of results from the call center operations, technical assistance department, marketing, business case studies, surveys and public relations

February 2002 – November 2003:  ServiceSource, Inc., Alexandria, VA                                                                                                    

EMPLOYMENT SPECIALIST

· Provided comprehensive support to persons with disabilities seeking employment from the Division of Rehabilitation Services.  

May 1997 – February 2002:  Self-Employed, Waldorf, MD                                                                                                                  LIFE AND HEALTH INSURANCE AGENT

· Provided sales and services to new and existing insurance clients in both residential and commercial businesses in the DC metro area

· Recruited, trained and supervised 5 full-time agents

March 1987- June 1997:  Xerox Corporation, McLean, Virginia                                                                                                  

SENIOR SERVICE ELECTRONICS ENGINEER

· Serviced a territory of 80+ major accounts to include private and federal governments

· Integrated products and services into client systems to facilitate the client’s ability to act faster and make better decisions in highly competitive markets and environments

· Installed or oversaw installation of equipment according to manufacturer’s specifications and repair equipment

· Interpreted manuals, schematics, wiring diagrams, and utilized knowledge of electronics and standard test instruments and hand tools

· Developed and documented action plans and processes to minimize company parts spending and maximized return on assets

· Supervised field training for new and experienced service technicians; instructed workers in electronic theory, testing, tuning, and adjusting equipment to obtain optimum operating performance

· Maintain 100 % in passed audits

EDUCATION:

· B.A. in  Business Administration – College of Southern Maryland (projected degree – 2010)

· A. A. in Electronics & Computer Technology  TESST College, Hyattsville, MD 

