Barbara Wagner


APPENDIX A

EXAMPLE OF A FEDERAL RESUME

Barbara Wagner

2276 Community Drive

Baltimore, MD 21228

Home: (301) 888-8888

Fax: (301) 888-8888

E-mail: Bwagner@msn.com
Social Security Number:
456-33-9874

Citizenship:
United States

Federal Civilian Status:
Office Automation Assistant (GS-0326-07)


Veteran’s Preference:
N/A

Highest Civilian Grade Held:
GS-0326-05, 10/1992 to 01/1994

OBJECTIVE:


Administrative Assistant, GS-0341-7, NIH, Announcement: NCI 02 1302
SUMMARY OF QUALIFICATIONS:

Experienced Office Assistant with 12 years diverse administrative experience including:

· Budget, payroll and financial management

· Personnel coordination, travel, and schedule management

· Personnel action reviews

· Property and space management

· Travel order production, voucher review, funds checking

· Administrative office flow 

· Type correspondence, reports, financial tables, and personnel reports

· Database updating and management

· Forms design with Harvard Graphics and other software programs

· Keyboard 40 wpm

COMPUTER SKILLS:

Operating Systems:
Windows ‘98, ME

Word Processing:
Microsoft Word, Word Perfect

Internet:
Microsoft Explorer, Netscape, Outlook Express, E-mail management

Other Business:
Form Tool, Quickbooks, Harvard Graphics, Enable, Excel


FEDERAL GOVERNMENT ADMINISTRATIVE EXPERIENCE:

DEFENSE LOGISTICS AGENCY
08/1991 to 01/1994

Defense Contract Management Office
40 hours/week

RAF Croughton, United Kingdom
Salary: $18,951.00/year

Supervisor: Colonel Mike Smith (703) 444-4444
Supervisor may be contacted

Office Automation Assistant (GS-0326-05/2)
12/1992 to 01/1994
· Managed administrative operations for 35 person contracting office.

· Maintained and coordinated contracting support for professional staff.

· Received, reviewed and typed correspondence, emails and outgoing mail.

· Prepared rough drafts for management signature. Utilized existing formats, referred to style manuals and used independent judgment to ensure accuracy of document.

· Researched information, records and data to support office and program operations.

· Received calls, visitors and responded to inquiries and made referrals.

· Managed management appointment and meeting schedule.

· Maintained computer-based records in databases and file system management.

· Ordered and maintained agency publications, regulations, manuals and pamphlets.

· Researched and compiled contract administration data

Office Automation Clerk (GS-0326-04)
12/1992 to 01/1994





03/1992 to 12/1992

Clerk-Typist (GS-0322-03)
08/1991 to 03/1992





08/1991 - 03/1992

· Managed records and publications distributed to universities and centers internationally.

· Devised spreadsheets to manage equipment and ADP inventories

· Skilled in Harvard Graphics to develop slides, charts and organizational charts

· Created forms, inventory sheets and office informational charts.

· Researched and compiled contract administration data concerning contracts, unliquidated obligations, completed contracts and delinquencies. Input contractor information into software for Commander’s monthly report. 

DEPARTMENT OF THE AIR FORCE
10/1990 to 08/1991


PACAF, 5AF, 475 Air Base Wing
40 hours/week




Fuels Management Branch

Accounting and Administrative Section


Clerk-Typist (GS-0322-03)

Word processing, accounting support and administrative services to the Fuels Management Branch.

BUSINESS EXPERIENCE:
WAGNER PLUS SURPLUS
06/1997 to Present

1400 West Melvin Ave., Baltimore, MD 21228
40 hours/week

Supervisor: Self
Salary: $27,254.00/year

Store Owner/Operator / Bookkeeper

Manage and run all aspects of a successful military clothing and surplus store, including sales, inventory management and ordering, credit card acceptance and management, sales tax collection and payment, business tax management and payment, annual inventory counts and analysis, rent payment, payroll, and bank deposits and bank account management.

Utilized Quickbooks to manage inventory, accounts payable, sales information, new client information, product returns, payroll and credit card sales. Set up the Quickbooks system in addition to bank reconciliation and cash management. 

Accomplishments:

Built this business from “the ground up” to gross over $71,000.00 last fiscal year.

Increased net profit year to year by 25% with increase in sales of 14%.

Managed $17,000.00 in inventory.
OTHER WORK EXPERIENCE:

ARMY AND AIR FORCE EXCHANGE
1990 to 1990


Pacific Field Office, Yokota Air Base, Japan


Inventory Management Technician 

DEPARTMENT OF THE AIR FORCE
1988 to 1989
475 Comptroller Squadron, Yokota Air Base, Japan


Teller/Accountability Clerk (GS-0530-05)

EDUCATION:

University of Maryland, Yokota Air Base, Japan and RAF Uxbridge, UK, 1988, 1991



Completed 11 Semester Hours - English and Microsoft Business Software 

Defense Language Institute, Monterey, CA, 1987 to 1988



Completed 30 Semester Hours - Intensive Japanese Language Course

AWARDS:

USAF Outstanding Performance Award, 1985, 1991, 1992

Defense Logistics Agency Performance Award, 1991, 1992, 1993 

USAF Special Act or Service Award, 1991, 1992


AAFES Courtesy Award, 1984, AAFES Proficiency Award, 1983

FOREIGN LANGUAGES:

Thai, Japanese in addition to fluent written and oral English

INTERNATIONAL TRAVEL:

Extensive foreign travel as military spouse. Born and raised in Thailand. Lived in Japan from 1977 to 1983 and 1988 to 1991. Lived in the United Kingdom from 1991 to 1994.

SPECIAL INTERESTS:
Thai cooking, dancing, vegetable carving, and flower arranging.

PROFESSIONAL TRAINING:
Customer Account Representative Course, RAF Uxbridge, UK, 1991

Maintenance of Air Force Documentation Training, Yokota Air Base, Japan, 1991

Freedom of Information and Privacy Act Course, Yokota Air Base, Japan, 1991
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