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Virginia E. Robertson

420 Napa Valley Dr, Apt 420
Little Rock, AR.  72211
(501) 772-8423
Robertson.virginia@gmail.com
www.gingerresources.com
Objective: 
To apply my organizational, computer and communication skills as an Administrative Specialist in a service-based company or organization

Skills:


· Excel, Word and Exchange/Outlook, WordPerfect 
· Bell Dimension 100 Telephone System
· Cisco CP8851 Accessible VOIP System

· MAC Computer
· Typing 35-40 W.P.M. 

· Over eight years of secretary/receptionist experience

· Excellent customer service and time management skills
· Interpersonal skills 

· Communication, problem solving and organizational skills 

WORK EXPERIENCE:
11/20 to Present –Division of Services for the Blind,
Little Rock, AR
Administrative Specialist II
· Utilize various office data bases to obtain important records

· Answered and directed calls appropriately

· Worked with staff and other entities to insure accessibility of forms and documents

· Prepared reports , lists, and itineraries for agency distribution
· Performed other assorted duties as needed.

07/17 to 11/20 – Arkansas Spinal Cord Commission,
Little Rock, AR
Administrative Specialist II
· Utilize various office data bases to obtain important records

· Answer and direct calls appropriately

· Transcribe information (case narratives and case memos) for files

· Performed other assorted duties as needed.


01/08 to 07/2017 - Department of Human Services, Aging and Adult Services
Little Rock, AR
Administrative Specialist II

· Performed mass mailing Projects

· Utilized various office data bases to obtain important records

· Answered and directed calls appropriately

· Copied information for files

· Deliver sorted mail.

· Designed and implemented a telephone manual

· Inventoried office brochures

· Took minutes of meetings


10/06 - 01/08 – Mainstream
Little Rock, AR
Information Referral Specialist
· Answered multi-line telephone and screened or forwarded calls

· Researched Internet and various databases  

· Delivered information through the use of telephones, mail and e-mail

· Maintained documentation of all calls 

· Virginia E. Robertson
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04/04 - 09/05 Department of Human Services
North Little Rock, AR
Switchboard Operator
· Operated multi-line switchboard
· Directed and screened telephone calls
· Delivered messages via voice mail and e-mail
08/1999 - 03/2003 - Social Security Administration
Tupelo, MS

Service Representative



 

· Assisted claimants in understanding Social Security and SSI programs
· Utilized data system to maintain records
02/1995 - 08/1999 - Secretary of State Office
Little Rock, AR
Building/Grounds Secretary 





· Assisted Department Director in Office Management  



· Performed secretarial duties, typing, copying, filing, faxing, parking management 

· Managed ID cards

· Dispatched Maintenance via 2-Way radio 

· Scheduled appointments and meeting rooms
· Answered multi-line telephone and took messages

· Coordinated activities with other departments within the Secretary of State’s Office

Professional Training/Awards:
· Microsoft Word/Excel/Outlook Training
· Social Security Administration Service Representative Training
· American Management Association: How to Better Organize Files and Records
· Lions World Services for the Blind (LWSB)- Switchboard/Receptionist Training
· Division of Services f/t Blind Customer Service Expert
Education:
· 08/05 - 12/05  Pulaski Technical College North Little Rock, AR
Introduction to Computers 





· 08/14 - 10/14 Ed2go.com Through uCA Conway, AR
Introduction to Computer Troubleshooting.
· 1991  University Of Mississippi Oxford, MS
Bachelor of Social Work (BSW)
· GPA 3.4 – 4.0

· Achieved the Dean's List

