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MEETING 10/07/24

1. EMAILS (CHAIN OF COMMAND)- ANY EMAILS TO CITY HALL
NEEDS TO GO THROUGH CHIEF FIRST. HE NEEDS TO KNOW
ANY ISSUES WHEN CITY HALL IS INVOLVED.

2. START TIMES- NEEDS TO BE STRICTER. AMY WILL START 2-11.

ANY ISSUES IN OFFICE- GO TO CHIEF FIRST.

4. COURT DAYS- AMY WILL COME IN EARLY THIS MONTH SO
RACHEL CAN GO TO COURT.

DEPENDING ON MIRANDAS DECISION ABOUT HELP AFTER
THIS MONTH. AMY WILL NEED TO KNOW AHEAD OF TIME
5. ONCE A MONTH MEETING TO SEE IF THERE ARE ANY ISSUES

OR CONCERNS.
6. TIME CARDS- CITY HALL WATCHING TIMES MORE CLOSELY
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Authorized to work in the US for any employer

Work Experience

Office Manager-Assistant Terminal Agency Coordinator
Demorest Police Department-Demorest, GA
October 2021 to Present

1. Run Employment Background checks for companies and public

2. Secondary TAC for CJ Agency which includes: implementation of policies and procedures and
administration of training programs for State audits and compliance.

3. Front Office & Customer Service )

. Update department policies as needed to comply with State and Federal policies.

. Enter, Clear, Cancel records in GCIC

. Validate Records in GCIC

. Notary Public

. Prepare Incident and Accident reports for public

. Monthly reports for Chief

10. Municipal Court-Knowledge of policies and procedures-help take payments for court.

W oo NN WL o

Office Manager-Billing Clerk-Assistant TAC
Baldwin Police Department-Baldwin, GA
May 2011 to October 2021

. Supervise and make schedules for up to 8 employees

. Run employment background checks for the public and companies

. Front office, Customer Service

. Prepare Incident & Accident reports for attorneys and the public

. Accounts Payables for Background Checks for Companies and Attorneys
. Assist with State certifications and training compliance

. Monthly production and revenue reports for Chief and City Council

. Enter warrants, stolen property, vehicles, etc

. Monthly validations

10. Keep updated files on each company

11. Assistant TAC

12. Training

13. Event coordinator for Agency :

14. Municipal Court- Take payments in court. Familiar with court forms and procedures,
15. Social Media management

W oo NOO"U D WN R

Tax Preparer
H&R Block-Cornelia, GA



January 2004 to April 2012

1. Prepare tax returns for individuals, companies, and farms.
2. Front Office, Customer Service

3. Organizing records and filing

4, Training and Compliance for Tax Laws

GCIC Operator
Baldwin Police Department-Baldwin, GA

June 2003 to July 2007

Part Time Operator- Ran background checks for companies

Production Dept Assistant
Regency Thermographers-Alto, GA
January 2000 to February 2003

1. Production Reports for Plant Manager and Production Manager
2. Stocked stations for printing

3. Mixed inks for press operators

4. Inventory Control

Education

GED
North Hall High School-Gainesville, GA
June 1991 to December 1991

Skills
« Data Entry

» Medical receptionist

» Medical terminology

« Office equipment routine maintenance

« Administrative experience - Administrative experience (6-10 years)
* Phone call management

* Overseeing training

« Office record organization

* Writing skills

¢ Training

» Customer service

» Photocopying

e Teamwork

« Administrative experience within government industry

» Microsoft Teams

¢ Windows



Client communication

Office supply management
Spreadsheet design

Patience

Front desk

Clerical experience

Faxing

Productivity software
Grammar Experience

Data entry in Excel

Time & attendance systems
Processing cash transactions
Customer relationship building
Adobe Acrobat

Hiring

Time management
Technical Proficiency
Microsoft Outlook

Phone communication
Scanning

Financial transaction processing
Basic math

Filing

Organizational Skiils
Microsoft Excel

Leadership

Employee engagement
Office Management

Credit card payment processing
Microsoft Office

Performance evaluation
Cash handling

Management

File organization

Decision making

Payment processing
Greeting customers
Microsoft Word

Supervising experience
Office Administration



« Record keeping

« Attention to detail

+ Professional email communication
« Multi-line phone systems

« Computer skills

* Interviewing

« Office activity coordination

* Income tax preparation

« Tax Experience

« Customer inquiry handling

* Typing

« Computer operation

« Written communication

* Interpersonal communication

* Computer literacy

» Task prioritization

« Client interaction via phone calls
< Phone answering

» Report preparation

« Confidential information handling

Languages

Certifications and Licenses

Certified Notary Public

TAC Certified
September 2011 to January 2028

Terminal Agency Coordinator Certification for GCIC
Other Relevant Training:

Georgia CJIS Training Symposium
CJIS Security Policy

Record Restrictions

Record Entry

Validation Training

Agency Coordinator

Fred Pryor Seminars Training:

Advanced Supervisor



Customer Service Success

Understanding Employment Discrimination
Motivating Employees: Appraising Performance
Understanding the Medical Leave Act for Manager
Employee Privacy

Online class- University of North Georgia-
Fundamentals of Supervision and Management

Notary Public
Driver's License

Non-CDL Class C

Additional Information

I have knowledge of principles and processes for providing customer service .

| have knowledge of modern clerical procedures and systems such as managing files and records,
designing forms, spreadsheets, and other office procedures and terminology.

References:
Angie Roberts-Probation Officer-

Charles Webb -Former Chief

I

Jamie Collins- Friend-{i

Amy Ervin- Friend- NN

Susan Newsom- Court Clerk- _
Joyce Lewallen- Friend- (i NG

Matt Nall- Former Chief- e yyesgys

Ryan Provost- Law Enf Officer- I

James Minutello- Asst. Chief- <_
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