YULVONDA GUYTON
8738 Frontenac Street
Philadelphia, PA 19152
215-342-6872 - Home
215-917-6358 - Cell
yguyton@comcast.net
yulvonda_guyton@yahoo.com 

Career Summary:

· Extensive administrative background supporting teams as well as executives
· Technical proficiencies include Word, Visio, Excel, Publisher, Access, PowerPoint, Microsoft Outlook, PeopleSoft, and SharePoint
· Accustomed to fast-paced environments
· Strong communication and teamwork skills

Experience:
TechniPower Staffing - 






May, 2018 – August, 2018
John F Scanlon Heating & Air Conditioning – Philadelphia, PA



Billing Specialist 
· Process work order in a timely manner
· Posting vendor payments and mailing invoices to customers
· Typing letters to vendors regarding late payments
· Typing letters and submittals for the department
· Provide receptionist duties including answer and screen all calls and greeting visitors and vendors into the facility
Intercommunity Action – Philadelphia, PA



March, 2016 – May 2018
Program Assistant – Intellectual & Developmental Disabilities Department
· Assist Vice President, Unit Director and Program Managers with the overall management of the Division

· Provide receptionist duties including greeting clients and visitors that come into the facility 

· Assist the department in distributing reports and tracking compliance regulations

· Ordering office supplies for the department

· Scheduling meetings and registering, maintaining and tracking trainings for the department

· Typing letters, memos, monthly newsletters for the department

· Tracking staff physicals for the department

· Maintaining confidentiality of all clients, staff and activities within the department

· Process timesheets for temporary employees

· Process vendor payments

· Schedule and confirm conference rooms

· Faxing and scanning reports as needed
· Assist in staff coverage

· Doing reference and background checks for new hires for the department 

Corestaff – Iron Mountain – Pennsauken, NJ



June, 2015 – Aug., 2015
Data Processing Specialist





• Inputting and processing medical record information into system. Using alpha and numeric
• Faxing and scanning files for shipment

Child Care Information Systems - Philadelphia, PA


Dec., 2011 – June, 2015
Child Care Provider 
• Providing child care services in my home part time to school age children taking children to and from
  school and helping them in homework assignments and other school projects 

Artech Information Systems, LLC - 




Feb., – 2011 – Oct., 2011 
Verizon Wireless - Trevose, PA 
Data/Clerical Analyst - HR /Inventory Distribution Department

• Inputting, processing, updating, shipping, and tracking phone orders for Northeast and West Verizon
  Wireless locations using various data bases
• Sort, file, scan, and retrieve written and electronic materials as instructed 
• Prepare correspondences, tables, charts, reports and other materials as instructed 
• Answer telephones and take messages and open and distribute mail 
• Photocopy Human Resources materials
• Maintain Human Resources records and logs
Contemporary Staffing Agency -




Oct., 2010 – Dec., 2010
Temple University - Philadelphia, PA 
Administrative Assistant - Graduate Education Department

• Type Associate Dean meeting minutes using dictaphone
• Order food for resident meeting
• Coordinate travel arrangements 
• Order office supplies 
• Answer and screen all calls for Associate Dean
• Process travel reimbursements, expenses and invoices for the department

Philadelphia Stock Exchange - Philadelphia, PA



 Sept., 2000 - Aug., 2008
Administrative Assistant - Office Services Department
• Type memos, letters, etc. for (2) Vice Presidents, typing minutes for senior staff meetings
• Speaking with vendors regarding updated Insurance Renewals and contractors regarding work orders
   status
• Update and log all certificates of insurances and sending updates and reports to senior staff and
   Building Management office on a monthly basis
• Answer and screen all phone calls for Vice Presidents
• Setting up meetings and conference calls
• Coordinating all travel arrangements
• Order office supplies for the department
• Inputting purchase requisitions in data base system
• Follow up, respond to all maintenance / facility requests, submitting payroll for maintenance staff 
  and handling vacation and time off requests
• Processing expense reports and invoices for the Vice Presidents

Philadelphia Stock Exchange - Philadelphia, PA



 Dec., 1997 - Sept., 2000
Legal Secretary - Legal Department
• Type legal documents, memos, letters, SEC rule filings, etc.
• Coordinating and tracking down all contracts and presenting a report to the Finance Committee
• Update Exchange Guide Books
• Edit and proofread legal documents for accuracy
• Type Board Meeting minutes on Dictaphone for Corporate Secretary
• Set up meetings and conference calls
• Coordinating all travel arrangements foreign and domestic 
• Processing invoices, purchase requisitions, check requests, travel reimbursements and timesheets 
   within the department
• Answering and screening all calls within the department
• Assisting receptionist in phone coverage

• Education: Martin L King HS - Major Business

• Computer Skills: Word, Visio, Excel, Publisher, Access, PowerPoint, Microsoft Outlook, PeopleSoft, Sharepoint
