Lee-Ann S. Watkins
Philadelphia, PA 19143 | leeann.watkins87@gmail.com | 267-206-5873 | 267-969-3769

PROFILE:
· Dedicated and focused Administrative Assistant who excels at prioritizing and following through to achieve project goals.
· Monitors and regulates 15 employees in their performance of assigned or delegated tasks. 
· Review and score calls based on quality and confidentiality.
· Self-starter, able to work effectively independently and as part of a team. 
· Excellent time management skills with ability to juggle multiple priorities.

EDUCATION:
University of Phoenix, Philadelphia, PA							Anticipated Graduation 2019
Bachelor’s Degree, Criminal Justice

WORK EXPERIENCE: 
Prospect Airport Services, Philadelphia, PA							07/2018 - Present          
Operations Supervisor
· Lift passengers requiring assistance in and out of carts and/or aircraft passenger seats.
· Effectively operate current technology required to track and process work orders.
· Identify the needs of customer and discuss the best possible option for their comfort while being transported.
· Perform equipment Pre-Ops check at beginning of shift in accordance with Environmental Safety & Health manual.
· Adhere to all ADA and Air Carrier Access Act non-discrimination requirements.
· Establish and maintain effective communication and working relationships with passengers, staff, and supervisors.
· Comply with safety, security, compliance and quality standards established by the Company and regulatory authorities.

Apple, Inc., Philadelphia, PA								04/2016 - Present
iOS/Mac Technician / Quality Assurance
· Perform computer hardware diagnostics & replacement, as well as Windows 7, 8, and 10 troubleshooting.
· Troubleshoot iPhone, iPad & Apple hardware and software; perform advanced software diagnostics.
· Screenshare with clients to complete Outlook and email setup/configuration.
· Adapt to a wide variety of scenarios and issues as they relate to devices.

Qlik, Radnor, PA										11/2014 - 07/2015	
Front Office/Hospitality
· Answered telephone; screened and directed calls; greeted persons entering office and directed to correct destination.
· Provided general administrative and clerical support; received and sorted mail and deliveries.

G4S Secure Solutions, Horsham, PA								10/2013 - 10/2014
Recruiting Assistant/Office Assistant
· Greeted all visitors immediately and professionally; fingerprinted new hires for background check status.
· Assisted the recruiter in completing phone screens, scheduling qualified candidates for face to face interview.
· Completed administrative duties such as filing, faxing, scanning and answering phones.
· Scheduled new applicants for training class once background and drug screen had been verified.
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Foundation 1st Learning Academy, Philadelphia, PA						01/2012 - 10/2014                    
Administrative Assistant
· Assisted staff with clerical needs such as: faxing, filing, sorting, preparing Word documents, folding newsletters or cards, collating reports and booklets, and printing labels for mail and files. 
· Completed meeting set up and other arrangements for conference room spaces.
· Created website, sign-in sheets, and monthly newsletters introducing activities planned, schedule, and upcoming lessons.

BNY Mellon, King of Prussia, PA								01/2014 - 05/2014       
Access Control Specialist
· Conducted front desk administration, building patrol, loading dock, report writing, x-ray machine and console operations.
· Provided high concentration customer service involving interaction with bank employees, vendors and customers.
· Serviced various systems including Report-Pro, C-Cure/Prowatch & Unity access control.
· Monitored bank locations via Digital Satellite, Indigo Vision Pro Watch, E*guard, KDVR, DVR and 360 degree cameras.
· Programmed ID access card for bank employees, vendors and contractors using the Administration Client C-Cure system.   
· Accountable for fingerprinting new contractors, employees and temps along with faxing inconclusive fingerprint returns to the FBI and filing/processing results. Emphasized confidentiality of personal data within operating fingerprint database.
