Zewditu

Zewditu.363505@2freemail.com  
OBJECTIVE Seeking a position in administration and operations area in the high-tech sector that would allow me to utilize my technical, interpersonal, organizational, and language skills
SUMMARY

· Effective program manager with ability to coordinate multiple projects

· Project management experience with focus on technical curriculum development

· Proficient in computer setup and usage skills
· Outstanding leadership skills as well as teamwork skills through leading projects
· Solid customer service orientation through communicating with users, resolving problems and assessing users needs

· Basic training in QuickBooks Pro for small business accounting/finance
· Proficient with Microsoft Office Suite, Lotus Notes, WebEx, Windows Vista, XP, and 2000
WORK EXPERIENCE

Staff Assistant






  Addis Ababa, Ethiopia

United Nations ECA Headquarter




  August 2014 to current

· Provide full range of office management and administrative support in the Capacity Development Division of the United Nations

· Maintain recruitment files and use Umoja for day-to-day activities

· Respond and draft responses to a wide range of correspondence and other communications
· Perform variety of administrative duties including meeting organization, travel requests, expense claims, visa applications, etc for consultants and participants

· Ensure timely availability of materials for meetings, retreats, and conferences for the division as well as organization wide
Program and Finance Assistant




  Addis Ababa, Ethiopia
United Nations ECA Headquarter



       March 2012 to August 2014
· Provided direct assistance and maintain liaison with Executive Offices (AUC, UNECA, AfDB) and senior officials to ensure efficient information flow regarding administrative matters, on-going projects and service-wide activities
· Ensured proper handling and storage of confidential documents

· Maintained complex travel arrangements/ booking accommodations; arrange meetings/ meeting agendas 
· Assisted in accounting, treasury management, finance and budget for operational costs
· Provided full range of office management and administrative support in secretariat of Coalition for Dialogue on Africa (CoDA)
Project Officer






  Addis Ababa, Ethiopia

Center for Development Consulting (CDC)


    September 2010 to May 2011
· Provided research and technical support for CDC

· Undertook research and information analysis

· Worked alongside Project Managers to develop research methodologies and specifications

· Responsible for developing and submitting completed proposals for various clients

· Conducted research and produced short write-ups as well as full reports for ongoing projects 

Interim Administrator
June 2010 – August 2010

As the interim administrator, I took over the position of the permanent administrator for period of three months. In this capacity, I was responsible for internal human resources (paying salary, taxes etc), logistics for all ongoing projects (travel, vehicle hire, paying external consultants and data collectors, and organizing all field staff), in addition to making sure all reports were submitted on time and all payments from our clients were collected promptly.

Administrator







       Chicago, IL
Wild Hare Music Corporation





June 2009 to June 2010
· Reported directly to the General Manager handling HR related issues, assisting with employee relations, company-employee communication, and employee services in the day-to-day process
· Responsible for implementation and ongoing maintenance of all office policies and procedures; provided employee evaluations/performance and recommendations
· Delegated responsibility to appropriate staff to ensure daily functions are carried out
· Ensured proper scheduling of all meetings and prepared accurate monthly events calendar
· Managed and ordered supplies within the budget guidelines of the company
· Prepared bi-weekly payroll for entire company both for W2 and 1099 employees
· Data entry in QuickBooks Pro for accounting/finance purposes on a monthly basis
Client Support Specialist





    Arlington Heights, IL
Paylocity Corporation Inc.




             April 2007 to May 2009

· Responsible for software support of both web-based WebPay products and PC-based Millennium products in handling payroll and payroll taxes
· Monitored and tracked ITS (Issue Tracking System); handled emails and calls in the call center from clients regarding payroll and payroll taxes
· Supported client base that WebEx, call-in, fax, or email their payroll needs for WebPay and Millennium. 

· Supported and troubleshoot clients’ payroll processing errors that arise through our back-end systems.
· Prepared paychecks for weekly/bi-weekly/semi-weekly and monthly payroll nationwide
· Met departmental service level agreements (ITS 2-3 days; emails 2-4 hours, etc…)
· Responsible for quarter end/ year end closings and provided outstanding customer service to clients

Office Manager





                               Chicago, IL

Wild Hare Music Corporation                                                            July 2006 to September 2007

· Provided technical support by setting up peer-to-peer network on Windows XP platform; set permissions for file and printer sharing; updated Antivirus software on each workstation; ensured proper functioning of all workstations; adequately maintained records by documenting hardware and software upgrades

· Managed company’s daily income/expenses and reconciled all payments

· Responsible for recording all financial transactions using QuickBooks Pro for small business accounting 

· Prepared and processed accounts payable checks, wire transfers and ACH payments
· Responsible for payroll by accurately tabulating 25+ employees’ hours in application spreadsheets for weekly pay and provide bi-weekly paychecks to managers through ADP payroll services

Computer Program Manager

       Chicago, IL

Ethiopian Community Association of Chicago
Sept. 2001- Jan 2006

· Supervised the purchase and installation of an entire computer training center Windows 2000 client workstations and maintained several Windows 2000 servers

· Responsible for adding each client workstation to the group policy on Windows 2000 Server and administered LAN network
· Led a team of 6 members in the evaluation, selection, and installation of computer hardware and software; recommended upgrade of equipments, and conducted continuous inventory

· Provided technical assistance by determining if problem was software or hardware related; resolved problems and/or complied necessary information and followed by   contacting appropriate vendor(s) for assistance
· Assisted in developing technical curriculums for CompTIA A+ and CompTIA Network+ certification programs 
· Organized trainees’ orientation, mapped out training logistics, and prepared curriculum
· Advertised and recruited trainees for different levels of training courses
· Recruited, interviewed, and hired qualified instructors; negotiated salaries per industry standard
· Assisted in grant proposal writings for the computer program for annual budget planning
Administrative Assistant
              Oneonta, NY

Hartwick College
Sept. 1997-May 2001

· Maintained database and documented students’ files for travel abroad itineraries

· Performed all administrative duties
· Provided clerical assistance for Center for Interdependence study abroad programs

CUSTOMER SERVICE AND INTERPERSONAL SKILLS:

· Chicago Bears Fan Service Representative
       2007 (Seasonal)

             Provided assistance to fans during home NFL football games

· Harvard Model United Nations 


  2000

             Involved in group work and research to address worldwide issues

· Pluralism Association League of Students (P.A.L.S)

      1997-2001

             Assisted in planning and implementing events on campus 

             Research/clerical assistant for the United States Colored Troops Institute

Volunteer Activities:

· Introduction to Computers and MS Office 2000 Instructor

    2004 to 2009
· French Tutor
              1998 to 2011
EDUCATION AND CREDENTIALS

Destiny Computer Training Center, Chicago, IL

CompTIA A+ and Network+ certifications
December 2002
Hartwick College, Oneonta, New York

Bachelor of Arts Degree
Liberal Arts- Foreign Language and Literature 
Candidate for Information Systems (Minor)
September 2001

