Kion D. Bolden

	Objective:
	To obtain an executive or administrative position in today’s job market that will effectively and proficiently utilize my administrative, computer, customer service, organizational, public speaking and general office skills.

	
	

	Experience:
	1/2007 – Present
	Broadway Services, Inc.
	Baltimore, Maryland

	
	Position: Employment Assistant
	

	
	

	
	· Assisted in general office duties, i.e. coping, faxing, opening and sorting department mail. Screened calls and took phone messages for key essential BSI employees and executive HR staff members.

· Greeted applicants, employees and visitors as they entered and moved throughout the building and assisted with various needs accordingly.

· Processed employment applications from incoming applicants and rejected applications sent over from the Johns Hopkins Hospital security office.

· Answering phones, screen and direct calls.

· Assisted Director and Deputy Director of Silver Star Security with scheduling interview and with hiring process.

· Set-up and facilitate New Employee Orientation and Trainings and assisted in the new hire process for potential Broadway Services employees.

· Fingerprint active employees for Clearance Card Renewal and incoming employees for New Clearance Card Applications in accordance to Maryland State Police guidelines. In addition to fingerprinting John Hopkins personnel and various walk-ins. (Maryland State Certified Fingerprint Technician)

· Processed Maryland State Police Clearance Cards upon receipt, i.e. making necessary copies, entering into the system, forwarding to appropriate managers for distribution.

· Created and Maintained the BSI Criminal Background and Drug Result spreadsheets.

· Maintained all logbooks, i.e. Paycheck Log, New Hire Tracking Roster, and New Hire “Missing” Document Log ensuring that each book was kept up-to-date.

· Assisted in collecting uniforms and writing receipt slips when needed.

· Maintained and updated Human Resources forms and applications when needed.

	
	

	
	2000 - 2006
	State Highway Administration
	Baltimore, Maryland

	
	Position: History Database Coordinator/ Admin. Assistant
	

	
	

	
	· Assisted in general office duties, i.e. filing, coping, faxing, interoffice mail delivery, minute taking and calendar coordinating.

· Transferring the employment history data of all SHA employees from manually typed tub cards into the newly created Tubcard Database.

· Assisting customers one-on-one and via email and telephone.

· Maintaining office supplies and SECU documents for employees.

· Handling (opening, sorting and/or distributing) incoming mail.

· Designing various flyers, tickets, posters and signs for the Employee Services Division as well as other divisions within the Office of Administration.

· Assisting with New Employee Orientation, Quarterly Personnel Meetings, Training & Recognition Day, Red Cross Blood Drive, Hiring Freeze Exemption Reports, Benefits Health Fair and Open Enrollment.

· Assisting with various computer needs and technical support (software and hardware) throughout State Highway Administration.

	
	

	
	1999 – 2010
	First Mount Olive FWB Church
	Baltimore, Maryland

	
	Position: Fresh Oil Generation Executive Administrator & Youth Ministry Leader

	
	
	

	
	· Assisting in various general office duties for each ministry under the Fresh Oil Generation Ministry banner.

· Corresponding with all ministry leaders and F.O.G. Council members in regards to ministry updates, meeting reminders, activities/events, services and committee reminders.

· Designing flyers, tickets, brochures, etc. for each ministry component within F.O.G. and for various ministries and events within the church.

· Facilitating meetings and training class for the youth ministry and yearly conference preparation committee.

· Planning various spiritual and recreational activities for the youth of the ministry. Leading rap sessions and worship services for the young people.

	
	

	Education:
	3/2009 - Present
	ITT Technical Institute
	Owings Mill, Maryland

	
	· Major: Associate of Science - Computer Networking Systems

· Expected Graduation: March 2011

	
	

	
	9/2001 – 12/2001
	Bowie State University
	Bowie, Maryland

	
	· Major: Computer Science

· Featured in “The National Dean’s List” Publication

	
	

	
	9/1997 – 6/2001
	Walbrook High School U.S.A.
	Baltimore, Maryland

	
	· Student of the Business Technology Academy with a concentration in Computer Programming.

· Graduated Valedictorian and Honor - Merit Student

· Member of the National Beta Club and National Honor Society

· Featured in “Who’s Who Among American High School Students” Publication

	
	

	Computer skills:
	· Microsoft Windows XP Operating Systems

· Microsoft Windows Server 2003

· Microsoft Network Operating Systems

· Microsoft Publisher

· Microsoft PrintShop

· Microsoft Outlook

· Virtual PC

· Microsoft Excel

· Microsoft PowerPoint

· Microsoft Visio

· Adobe

· Linux Operating Systems

· Linux Systems Administrator

· WAN Technology and Application (Cisco)



	
	

	Training:
	· Sexual Harassment Awareness & Prevention

· Creating Supervisor Customer Service

· “World-Wide-Web” Browsing

· Business Writing for Professionals

· Business Writing for Professionals Advanced
	· Limited English Proficiency

· Time Management & Organizational Skills

· Mini-Web Page Design

· Better Business Writing

· Customer Service

	
	· Respect Based Communication: “Working Effectively in Teams,” and “Creating Dynamic Teams.”
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