Barbara I. Chaderton

“Office Services, Virtual Assistant”
P.O. Box 659  Blakeslee, PA 18610

Email: bchaderton@epix.net Business Phone: (570) 646-4673
URLS: http://www.rpg911.com and http://www.geocities.com/bchaderton
Objective: Seeking a virtual office position where my multitude of talents will bring added value to business operations.  
Positions of interest:

· Data Entry; Document Coding; Data Processing
· Customer Service; Virtual Assistant
· Public Relations/Promotional
· Administrative; Research and Development
· AS/400 Programming, Database Admin, Project Management
· Technical Support; Help Desk
Career Summary: 

· 28 years of experience serving customers; 23 years of data entry intensive positions
· Broad based experience promoting goods and services; backing corporate initiatives
· Extensive experience in application development; identifying user requirements
· Progressive achievements resulting in leadership roles
Personal Profile: 

· Strong written and oral communication skills
· A team player; motivated for the success of all involved

· Dedicated, loyal and trustworthy; requires little or no supervision

· Well structured and comfortable functioning in a virtual environment
· Self-disciplined with attention to detail; able to prioritize and multi-task
· Well organized and productive; exhibits time management disciplines
Skills:

· Project management 
· Database design and normalization

· Analysis, design and programming (RPG II, RPG IV, ILE)
· Troubleshooting; end user support

· Technically savvy; adapts well to new software

· Proficient keyboarding; 10-key and standard data entry; typing 68 wpm 98% accuracy
· Internet research; queries 
· Quality assurance

· Supervision 
· Public relations, promotional and telemarketing

Business applications: 

· Account profiles (Customer, Vendor, Employee)
· Financial (A/P, A/R, C/R, P/R, G/L) 

· Sales (Credit, Order Entry, Scheduling, Invoicing) 

· Inventory Management (Forecasting, Purchasing, Material Receipts)
Desktop Applications: 

· Windows 95/98/NT/XP 

· Emulation Software: Rumba, Client Access, Mocha 5250

· MS Office: Word, Excel, Access, Publisher, Outlook, FrontPage
· IPRO 8.0 & IPRO 8.5 Document Coding Software
Professional Experience:

(8/1975-10/1979) Receptionist/Public Relations/Lead Telemarketer

Big Bass Lake, Inc. – Gouldsboro, PA (Real Estate Development)

Promotional position included responsibilities to introduce the benefits of this private land development and attract customers to sales presentations for potential property ownership.  
As a top performer with high sales generation, I quickly became the lead telemarketer and actively involved in assisting the Sales Manager with customer incentives, promotional mailings and public relation activities. Receptionist duties allowed me to meet and greet the sales prospects and round out the overall promotional aspect of their visit, before turning them over to the sales force.   Additional clerical functions were performed, including preparation of rental contracts and welcome packages, sales contracts and deeds, and other correspondence.  I was known as Big Bass Barb by the property owners, sales personnel and management. 
(5/1980-4/1983) Authorization Relayer/Front-line Toll-free Customer Service Representative
American Express, W.R.O.C. – Phoenix, AZ (Card Division)

My initial position was within the Authorizations Call Center, providing basic credit approval to 
in-bound calls from merchants or relay to an authorizer when circumstances exceeded set guidelines. The position was data entry intensive and required adherence to established formats and professionalism at all times.  I received additional opportunities to assist with data entry after system down time, in recognition of my keyboarding skills and desire to contribute.  

After 8 months, I was promoted to a Customer Service Representative position within the Customer Call Center, where I was responsible to verify caller identify for security purposes, answer customer inquiries, promote AMEX goods and services, review trial balance, and resolve or document billing disputes; while maintaining prompt yet professional service to meet the demands of call volume without dropped calls.  I achieved above expectation evaluations for average call time under 1 minute without loss of quality performance.
(8/1983-7/1987) Data Entry/Computer Operator/Jr. RPG Programmer

Computer Systems Unlimited – Stroudsburg, PA

Responsibilities included data entry, keypunch and computer operations for incoming data processing from area businesses, which included mailing lists, A/R, A/P, C/R, P/R, G/L, sewer and water billings, database maintenance, etc.  
I pursued technical training in RPG programming which was funded by the company as recognition of my potential.  Junior level projects were provided, opening the door to my future career advancement.
(07/1987-09/1992) RPG II Programmer/Analyst

(10/1992-08/1997) DP Manager, Senior RPG II and RPG IV Programmer/Analyst

Sommers, Inc. – Stroudsburg, PA (Non-woven Interlining and Elastics Manufacturer)

Hired as a Jr. RPG Programmer during my studies at ICSI, and under mentorship by the DP Manager, I quickly progressed to being a key contributor to the IT Department, independently handling full life cycle application development, enhancements and technical support; hardware configuration, system and security administration and various operations functions. Additional responsibilities included technical support, upgrades and interface to the Global Solutions G/L software package; maintaining and processing corporate payroll, including upkeep of multi-state tax tables. Assisted with data entry: invoicing, journal entries, payables, purchases, inventory
Achievements:

· As recognition of my potential, Sommers, Inc. assumed all educational expenses upon my hiring.

· After five years of successful contributions, promoted to DP Manager for all data processing (indirectly), development (directly), as well as supervision of a staff of three Programmer Analysts, to include the hire, review, and termination process. (10/1992)

(12/2000-11/2001) Sr. RPG IV and ILE Programmer/Analyst, Programming Coordinator

(09/1997-12/2000) RPG II, RPG IV, and ILE Programmer/Analyst

Cornell Iron Works, Inc. – Mountaintop, PA (Steel Door/Storefronts Manufacturer)

Responsibilities included the coordination, monitoring, and status reporting of all incoming programming projects and allocation of available resources; supervision of the programming staff for uniform programming practices; working closely with management and the user community to identify their needs and present solutions; participation in analysis and development of project assignments as they related to departmental and corporate objectives, as well as random selection of project backlog, prioritized by need, scope of project and effectiveness;  technical support and application interface to Optimum Solutions P/R and H/R software packages; support for the end user community with training and processing assistance; guidance in system and security administration and general operations; established document feed to optical imaging system (Metafile); established Knowledge database for external web initiatives and agent inquiries. 

Achievements:

· Corporate recognition and opportunities to lead key projects

· Promoted to Programming Coordinator and Senior AS/400 RPG Programmer/Analyst (12/2000)

· Recipient of a 1999 Presidential Award for excellent contribution to Cornell’s objectives

(12/2001-03/2003) Remote Contractor: AS/400 RPG IV and ILE Programmer/Analyst

Klein Wholesale Distributors, Inc. – Wilkes Barre, PA (Warehouse Distribution)

Reporting directly to the IT Director or Project Manager, I independently developed and completed two key projects from my home office, in conjunction with scheduled on-site meetings for project coordination, requirements gathering, and user training. On-going support is still being provided on an as needed basis.
Project Highlights: 

· Database design and full life cycle development of SIMS, a pre-stamped cigarette inventory management system, which included forecasting and daily stamping requirements by tax jurisdiction, providing sub-file intensive, end user controls and overrides
· Addressed complete application interface and custom programming between DEBS warehouse distribution package and E3Trim, a scientific purchasing and inventory management package.
(03/2003-Present)  On-Call AS/400 RPG Programmer/Analyst - Independent Contractor

RPG911, Blakeslee, PA

Provide on-call AS/400 programming services for RPG application development, technical support, IT recruiting assistance, software research/evaluation and virtual assistance from my home office. 

(03/2003-Present)  Job Lead Researcher

(11/2003-Present)  Co-Administrator/Moderator of Telework Forums
Telework Recruiting,Inc.
Support, interact and moderate job seekers, who are looking for work from home.  Respond  to continual group messages, research potential job leads and "telecommute friendly" employers, and encourage applications for employment.

(04/2004-10/2004)  Remote Reference Verifier

Company Confidential
Pre-employment reference verifications as assigned via an interactive queue. 

Responsibilities: 
· Research contact information, where applicable, utilizing search engines, directories, etc.
· Generate correspondence as necessary, for written verification requests

· Follow-up on prior correspondence and/or conversations

· Document and report results of  verbal reference verifications

· Contribute to departments overall success; maintaining average quotas and optimal turn-around time of reference verification.

(05/2004-Present)  Home-Based Legal Document Coding (Part-time as desired) 
Company Confidential
Document coding randomly selected, based upon project priority lists, using IPRO Version 8.0
Responsibilities: 

· Review project manual for client specifications

· View  and code groups of documents called "batches" in accordance with project specifications
· Index documents with Bates Numbers, Doc Type, Doc Date, Title, Author, Recipient, Copyee, etc.
· Submit completed batches to Quality Control and correct data entry when required.
(03/2005-04/2005)  Home-Based Legal Document Coding (Part-time; Special Project) 
Company Confidential
Document coding as assigned in queue, using IPRO Version 8.5
Responsibilities: 

· Review project manual for client specifications

· View  and code groups of documents called "batches" in accordance with project specifications
· Index documents with Bates Numbers, Doc Type, Doc Date, Title, Author, Recipient, Copyee, etc.
· Submit completed batches to Quality Control and correct data entry when required.
Education:
· On-going Technical Training
Productivity Point-Allentown, PA (MS Access ‘97; MS SQL Server) (6/2001)
Brian Kelly Consulting-Scranton, PA (RPG IV Soup to Nuts) (9/2000)
Automated Training Systems-Self Study (CL Programming I and II) (10/1996)
Management Dynamics-Lyndhurst, NJ (AS/400 and OS/400 Training) (9/1996)
· Technical School
Information Computer Systems Institute-Allentown, PA 
(Cert. Program: RPG II Intro and Intermediate) (8/1987)
