Antonius D. Lackey



429A Buena Vista Ave. East
San Francisco, CA 94117
650-218-6493
  antonius.lackey@gmail.com


OBJECTIVE: Seeking an Administrative Assistant Position

HIGHLIGHT OF QUALIFICATIONS:



· Approximately 8 years experience working in an office setting

· Proficient in Microsoft Office Suite

· Typing Speed: 45 WPM

· Strong research and internet skills

· Knowledge of all office machines including faxes, copiers, and shredders

· Correspondence and proofreading skills

· Experience maintaining databases

· Multi-tasked oriented; able to prioritize and utilize time management skills

· Works well both independently and within a team

· Meets deadlines and works well under pressure

SKILLS AND ABILITIES:



· Created correspondence to answer any inquiries for both internal employees and customers 

· Ordered supplies and ensured appropriate inventory was delivered as well as replenished supplies when necessary

· Provided customer service to customers who experienced technical difficulties

· Maintained a warranty cost database to keep track of quarterly and annually budget

· Organized and filed paperwork to facilitate access to documents

· Completed data entry in an efficient and accurate manner

· Assisted co-workers and supervisors in identifying and resolving technical problems

· Maintained logistics records, site daily logs, and produced reports for prime contractors

EMPLOYMENT HISTORY:



2010


Call Center Representative


Strategic Staffing, San Francisco, CA

2008 – 2009

Equipment Technician


NanoGram Corp., Milpitas, CA
2007 – 2008

Technical Support Engineer


Aixtron Inc., Sunnyvale, CA

2000 – 2007

Customer Support Engineer


Aixtron Inc., Sunnyvale, CA

2000


Site Electronics Technician

Research Planning Inc., Falls Church, VA

MILITARY HISTORY:



1993 – 1999

Honorable Discharge



United States Navy

EDUCATION:



1993


High School Diploma


Eudora, AR
