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	Professional Profile

	· Owner of “Donna’s Secretarial Service” since 2000
· Almost 40 years’ administrative experience, working in Corporate America before starting business (1978 – 2002)
· Over 18 years assisting CEOs & Small Business Owners as VA, Web/Graphic designer, Typist, and Social Media enhancement Company 
· Administrative support specialist
· Graduate from top Philadelphia Business school – Peirce College (;91) with Paralegal degree – Associate in Arts
· Named Top Woman and Minority Owned Business by The Philadelphia Business Journal in 2013, 2015, 2016, and 2017
· Received Certificate from University of PA Wharton Business School (online) – Introduction to Marketing 101 – April 2017
· Taking Udemy classes on Wordpress, Project Management and Quickbooks online, and will also continue to take courses in Business and Virtual Assistance training

	· Taught Microsoft Word in March 2017 and scheduled to teach again – June 2018 for Mt. Airy Learning Tree (Philadelphia, PA)

· Able to work under little supervision and organized

· Honest & dependable (Christian owned/operated)
· Hard working & driven to accomplish goals
· Will do best job, quick learner, easy to teach 
· Creative, friendly, upbeat & positive attitude
· Licensed with City of Philadelphia as small business

· Member of IVAA (International Virtual Assistant Association), www.findvirtual.com, 
www.vanetworking.com, FB VAs, Linked in VAs,  www.onyxwomannetwork.com www.virtualassistantforum.com, Philadelphia Black Entrepreneurs Meetup, PowerMatch networking, Professional Women’s Business Network Women On Course Golf/Business Lifestyle, Kingdom Entrepreneurs Meetup, Local Entrepreneurs & Small Business Network (King of Prussia) Meetup, MainLine Chestnut Hill Professional Networking,   


	Professional Experience


· Donna’s Secretarial Service, Philadelphia, PA – Virtual Assistance Company, Business Owner

2000 - Present

Business Support, Virtual Assistant, Typing, Web/Graphic Design including Blog design, Social Media enhancement Company

See www.donnassecretarialservice.com.  Some of my current/past clients:
· Virtual Assistant – Preston Malone – 3rd Ear and 3rd Eye Strategic Marketing Firm – 2017 to present

· Web Designer – Anthony Hale – Agape Permanent Supportive Housing, Inc.- 2017 to 2018 
· Legal Secretary - William J. Wheeler, Esq. – William Wheeler & Associates, P,C. – 2016 to present

· Legal Secretary – Frank Roy – 2018 to present

· Web/Graphic Designer – Lizzie Williams – “Hatss Off Boutique” – created www.hatsoffboutique.net  and flyers and marketing materials - – 2010 to present
· Virtual Assistant - Laura Roane - "The Insurance Lady",& Odyssey Wealth Partners, LLC –  Insurance Broker and Financial planner - 2015 to 2017
· Data entry – Carol DeAbreau – Accenture  - 2017 to present-  

· Virtual Assistant/Website Maintenance Specialist - Dr. Turner Joy, Dr. Turner Joy Coaching & Mentoring - Author, Business Coach/Mentor, Marketing Strategist - 2015 to 2017
· VA Social Media strategist – Cynthia Cariseo Yachts & Events – 2018 to present

· Virtual Assistant -  Brenda Miles, CEO – NC Cure, Inc. (Non-profit) 2018 to present

· Virtual Assistant/Business Coach/Graphic Designer – Resolutions Counseling Services -2016 to present 

· Typist – Joseph Latona – J. Latona Contracting, LLC – 2017 to present
· Typist – Vincent White – “The Insurance Man” – 2017 
· Administrative Assistant – Tomika McFadden, President/Owner  – PA Care Associates -  Mental Health Agency -2017 to present
· Virtual Assistant – Shirley Carter – Shirley J. Carter Media Productions & Consulting, LLC – 2016 to present
· Business Support – Lenore Sears, R.N. – 2016 to present
· Business Support – Ola Jackson – Onyx Woman Network - 2016

· Virtual Data Entry Specialist – Carol DeAbreau – Accenture, Inc. – 2013 to present
· Volunteer Community Business Supportt –Maurice Campbell - Renaissance Action National Network = Sports Non-Profit Agency for At-Risk Philadelphia Youth – 2017 to present

· Secretary – US Circuit Judge Arlin M. Adams (deceased, retired) – 2013 to 2015
· Graphic Designer – Dr. Eloise Robinson-Redd - Lord, Robinson-Redd and Associates – 2016 to 2017
· Web Designer – Mikki Pace  -  The Mikki Pace Project - Professional Recording Artist – www.theMikkiPaceProject.com - 2016
· Virtual Assistant - Victor Drayton – New Formations Featuring Victor Drayton Sony recording artist – 2015 to 2017
· Virtual Assistant – Cheryl Wadlington – Evoluer House, Inc. - Non-Profit for Girls – 2010 to present
· Marketing Assistant – Robert Mitchell – Owner - Blessed Builders, LLC - 2013 – 2014
· Graphic Designer – Lori Ojeda -  Owner - Ethereal Soap Company – Lori Ojeda -  2015
· Graphic Designer – Nora Reddrick – Owner - Niija Tour and Travel - 2011 to 2014 
· Executive Assistant – Calvin Gordon – Owner - Synergy Auto/Truck Exchange –  2014 to 2016
· Executive Assistant – Realtor/Isabella Company – Maria Whitney - Realtor/Isabella Company - 2013 to present
· Business Support – Kevin Tamez -  Owner - The MPM Group 2010 to 2015
· Business Support – Lizzie Williams – Owner - Hats Off Boutique 2011 to present
· Business Support -  Charles (“Chuck”) Holman – CWH Consulting Services - Estate Planning Company – 2012 to present – 
· Business Support – Cole Holmes, Ph.D. – Psychologist – 2015 to present

· Business Support – Lutricia Santipriya, Ph.D. – Psychologist – 2016 to present

· Marketing Specialist, Business Support – Cynthia Cariseo Yachts & Events – 2017 

· Typist and Graphic Designer – Dorothy Lawrence – Christian poetess - - 2008 to present

· Business Support – Lenore Sears – Nurse – 2015 to present 

· Business Support – Environmental Atelier Architects & Interior Design – Charles Pinkard -  2010 to present
· Business Support – Yolanda Brunson-Sarrabo – Spitfir Productions – Branding Company - 2016
· My Salon Scoop, LLC and www.mysalonscoop.com, online African American national salon directory – and Book Your Chair Solid - online beauty industry marketing Company - South Orange, NJ – Part time VA to owner, Veronica Woods
2009 to 2013
Duties & Responsibilities:

· Internet Research

· Phone calls to salons in United States for follow-up, inquiries and other as needed

· Excel spreadsheet creation and maintenance

· Joomla back-end of website updates and maintenance

· Coordinated mailing campaigns to salon owners/stylists
· Keeping in touch with owner, via email/phone to update on work progress.
· Exavier Wardlaw/Alien Theatre Productions/911 Cultural Festival/Fernhill Road Productions, Phila., PA – Personal Assistant/Gal Friday – Professional Broadway Producer/Director/Playwright – 2006 to Present
Duties & Responsibilities:

· Creation of www.lollipopforest.com & www.invisocaps.com websites
· Administrative support, including creation of stationary, letters, emails,  flyers, documents,
· Personal/professional email maintenance
· Calls to potential clients, professionals in the theatre/entertainment  industry, along with general follow-up calls 
· Placement of professional theatre audition ads (casting calls) for actors/actresses/dancers/musicians/and singers on www.backstage.com, www.castingnetworks.com, and www.actorsaccess.com.
· Typing of play scripts and other documents.
· Scanning 
· Graphic design work
· Copying/Printing
· Making travel arrangements to NY/Phila.
Rev. Harvey Quarles, Associate Minister, Christian Stronghold Church, Philadelphia, PA, Administrative Assistant, 2000 to Present

Duties & Responsibilities:
· Typing of outlines for Manna Bible Institute and Temple University mid-term & final exams
· Typing of Black History documents

· Graphic design 

· Amazon.com book and DVD purchases

· Internet Research snd downloading and print of articles, as needed
LC & Associates/Corporation Mom Dropouts, and Activate Now! - Bronx, NY Part time VA to owner (sub-contractor) - Lucinda Cross
2008 to 2009
Duties & Responsibilities:

· Internet Research for contacts of Toronto, ON college & university newspapers, various emails sent to those contacts to advertise Singles event
· Emailing Press Release to various  college newspapers, singles online, dating sites, blogs and other sites of interest for Singles Tele-symposium
· Working with a variety of clients  - from Canada to California
· Internet Research and sending of messages to www.Blogtalkradio.com show hosts for clients
· Cut & Paste internet info into Excel spreadsheet and Word documents
· Follow-up calls to clients
· Remote offsite Receptionist duties for NY architectural firm
· Assistant to owner, Lucinda Cross, working with her to facilitate sending out emails and making follow-up calls to get her interviews as Small Business start-up expert, author and MomPreneur with national tv/radio/magazine producers and editors.
Medical Transcriptionist, Philadelphia, PA (home-based part time work) – Worked for medical transcriber Angela Dickerson - for renown Medical Center in Philadelphia, PA.
2009
Duties & Responsibilities:
· Download medical files from secured FTP site and deposit into inbox – Citrix System

· Transcribed  medical files (using Speech Exec transcription software

· Email finished files back to supervisor
Covenant House, Inc., Philadelphia, PA – Part time Administrative Assistant (onsite) to Medical Director, Dr. Floyretta  Pinkard – 2007 to 2008
Duties & Responsibilities

· Typed and prepared budgets & grants

· Typed and prepared policies & procedures according to Program

· Typed, created and revised forms for Medical department

· Developed monthly Provider schedules for Kelly School and Covenant House Health Services
· Maintained leave request records

· Filed, Copied 

· Maintained and organized all Medical Director files 

· Typed minutes, developed agendas

· Typed reports and completed evaluations

· Typed job descriptions and other documents

· Assists direct inquiries which are made by phone

· Arranged meetings and appointments

· Maintained effective filing system for all related duties and responsibilities

· Undertook special projects as assigned or requested
IFE Designs & Associates, Philadelphia, PA – Ms. Ife Nii-Owoo -Owner - Part time onsite/offsite Administrative Assistant - Graphic Design firm, 2005 to 2007
Duties & Responsibilities

· Worked as “assistant” to Ms. Ife (pronounced “E-fay”) Nii-Owoo, Principle

· Onsite work – Assisted in preparation and development of graphic design proposals/projects, using Word and Excel.

· Collated materials for projects and other work

· Ran errands

· Faxed documents

· Answered phone

· Copying

· Using graphic design software, assisted in completing projects

· Input data for Company invoices, accounts receivables via Quickbooks
· Offsite duties – Answered forwarded phones and took messages, made phone follow-up calls to clients

· Assisted in creation of graphic design work/projects from home

· Worked as independent contractor onsite/offsite part time for 2-3 days every other week.

Mt. Airy Christian Day School, Philadelphia, PA – Part time Administrative Assistant (onsite) to Director, Dr. Burma White – 2005 to 2006
Duties & Responsibilities

· Successfully ran office single-handedly as Director and school’s AA.

· Then supervised 2 end-semester interns

· Answered phones

· Performed administrative duties which included typing correspondence, student lists, creating spreadsheets, Internet, brochures and other materials

· Filed students’ records/information and maintained filing systems

· Accompanied students and teachers on school field trips

Bainbridge Group, Inc., Philadelphia, PA – Full time AA and Case Worker for TANF, 2004 to 2005
AA Duties & Responsibilities

· Typed, edited and created correspondence and created Excel spreadsheets
· Took minutes at weekly staff meetings
· Copying, filing
· General administrative duties
Case Worker Duties & Responsibilities
· Visited TANF recipients to “connect” them with the System

· Made sure TANF recipients were in compliance with PA System

· Participated in weekly staff meetings to discuss recipients progress

· Copying

· Staying in touch with Pennsylvania Department of Public Assistance via telephone, fax, and email

Horizon House, Inc., Philadelphia, PA – Full time AA and File Clerk, 1994 to 2002
AA Duties & Responsibilies

· General AA to Residential Program department 

· Typed correspondence, created Excel spreadsheets for tracking of data

· Receptionist duties

· Ordering/maintaining office supplies for department

· Maintained client filing system

· Responsible for reviewing, correcting and completing approximately 200 staff timesheets every 2 weeks and follow-up to Payroll in timely, efficient manner

· Took 3 month Leadership Class, CPR classes, and other trainings
· Received 8 raises for outstanding work performance in 8 years of employment

File Clerk Duties & Responsibilities

· Maintained filing system

· Distributed files to different departments

· Input data into computer

Education

· Udemy.com – (Online) – Wordpress, Quickbooks Online and Project Management courses – 2017 to present
· University of Pennsylvania – Wharton School of Business – Introduction to Marketing 101 – 2017 – Received Certificate – (online)
· MS Word Certificate – Urban League of Philadelphia - 2005 – Phila., PA
· Peirce College – Associate in Arts – Paralegal studies 1991 – Philadelphia, PA
Teaching Experience

· Mt. Airy Learning Tree (MALT) - @ Blair Christian Academy – MS Word 2010 software – Spring semester 2017 and upcoming Spring semester 2018 – Philadelphia, PA

· Mt. Airy Learning Tree (MALT) – MS Word 2010 -   Spring Semester 2018 – Philadelphia, PA
Skills (Partial List)
· Personal Assistant, Virtual Assistant, Administrative Support
· Paralegal
· MS Office

· Graphic Design software – Canva, Photoshop, Print Master, Print Shop, Adobe InDesign 
· Remote Receptionist (call forwarding. calls returned, cold & warm calling, Telemarketing)
· Skype, GotoMeeting, TeamViewer
· CRM - One Page, Salesforce, Hubspot, Zoho
· Data Entry = Access, Excel
· Medical transcription

· Internet Research

· Square Space, Wix, Wordpress, Weebly, GoDaddy, Big Commerce Website Design/Maintenace
· Wordpress, Blogspot and Blogger Blog creation/maintenance
· Social Media enhancement (FB, Twitter, LinkedIn, page creation and maintenance)
· Project Management

· Mass Media distribution – Newsletter campaigns – MailChimp, Constant Contact
· Typing of any kind (including General and Legal)
· Typng speed – 65 wpm, accurately
· Resume creation/updates
· Light bookkeeping – WaveApps, QuickBooks, Freshbooks
Volunteer Work

· Renaissance N
ation National Network (RANN) – Virtual Assistant for 2019 African American Diaspora Economic Summit – Philadelphia, PA - 2017 to present 
· Wyncote Animal Hospital – Dr. Louise Wade – Owner – 2017 to present
· St. Vincent’s Church - Face to Face Soup Kitchen – Thanksgiving 2017
· Why Not Prosper – Rev. Michelle Simmons – Administrative support for Halfway House for Women Ex-Offenders - 2015
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