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CHARLES MULLINS

SUMMARY OF QUALIFICATIONS:

Experienced multi lingual administrative assistant with impeccable customer service skills and a knack for multitasking and attention to detail.
OBJECTIVE:

To secure a position where administrative skills, educational background as well and attention to detail and eagerness to learn will add to the success of my gaining company.
EDUCATION:

George Mason University  
Fairfax, VA     enrolled in masters in education course
currently enrolled

Excelsior College
Albany NY
B.S. Spanish and Chinese
Sep 2002

FOREIGN LANGUAGE SKILLS:

Chinese / Mandarin　国语   (DLPT 2+/3/2/ OPI 2) Spanish    (DLPT 2+/2/ OPI 2) Portuguese (DLPT 2/2+)

Had fluency in French and proficiency in Italian, Russian, Arabic, Greek, Farsi, Hebrew, Gallego, and Haitian Creole.
TECHNICAL SKILLS:
Microsoft Office 2000      Windows 98      Netscape      Internet Explorer      Excel           Data Entry                           Direct Translation/Transcription      Typing 76wpm    

TRANSLATIONS:

Loudoun County Public Schools
Proofreading and editing of Spanish version of employee handbook   Sep 2005

Translation Plus                 Chinese to English translation of personal journal and calendar Aug 2005  

Appliedlanguage.com 
Chinese chemical patent into English    Jan 2004

Appliedlanguage.com
Chinese medical translation into English Heliox and airway obstruction     Jan 2004

Transperfect.com.uk          Chinese to English translation of change of business mission for water Treatment Company









Dec 2003

Appliedlanguage.com        Chinese into English translation of graduation documents                      Sep 2003

Appliedlanguage.com        Chinese into English translation of a telecommunications survey           Sep 2003

Tikili.com                           Chinese into English translation of pottery information for a calendar     Jan 2003   
US Navy

Various translations




Aug1998-Sep2000

INTERPRETER: 

Loudoun County Public Schools
Spanish, Mandarin, French, Portuguese

May 2004-Present
Loudoun hospital   

Spanish and Mandarin interpreter voluntarily
Dec2003-Jan2004

Dulles Airport (IAD)

Spanish, French, Portuguese, Chinese interpreter
Aug 2003-Oct 2003

Johns Hopkins hospital 

Spanish, Chinese, Portuguese interpreter voluntarily
Jan 2001-Aug 2002

TUTOR: 

COLLEGE LEVEL:
ALGEBRA, ENGLISH, PSYCHOLOGY, SPANISH, CHINESE, FRENCH, PORTUGUESE, BIOLOGY, ANATOMY 
GED PREP :

ALL subjects

HIGH SCHOOL LEVEL:   General and Advance Academics: Math, Science, English, Foreign Languages

DEFENSE LANGUAGE INSTITUTE:  SPANISH, BASIC FRENCH, CHINESE, PORTUGUESE,

EMPLOYMENT:

Sunrise Lawn & Landscaping



 
Aug 2006 – Present
Bilingual HR Specialist

· Entering daily times, running payroll, maintaining employees files, interpreting, translation of documents, tracking uniforms and equipment, general HR duties.

Unemployed






July 2006-Aug  2006
Quadrant Inc



 


June 2006 - Present
Temp
· Administrative temp, customer service, call center, translating..
Loudoun County Public Schools



 
July 2005- June 2006
Personnel Secretary and Interpreter

· Verifying application status. Scanning in applications for teachers and other Loudoun County Public School Employees. Emailing application procedures. Translating the application process to non-English speakers. Scanning fingerprint and other human resource information into applicant and employee files. Updating and maintaining application files.
Loudoun County Public Schools



 
April 2005-June 2005

Substitute Teacher and Interpreter

· Substitute teacher for K-12. Have worked with kindergarten ,high school band, special needs 1-3, and serving currently as a long term substitute in an autism classroom. Chinese, Spanish, Portuguese interpreter for families of Loudoun County students.
Manpower Temp





June 2004-Mar 2004
· Insurance verification at a hospital. General administrative assistant duties, auditing patient times for staffing purposed of the patient registration department, Capture fingerprints of airport employees, data entry of employee demographic data, translation assistance with Chinese, Portuguese, Spanish, and French speaking patients, also language identifier in some cases, customer service at the reception desk, assistance in completion of forms by employees to be badged, some filing
Next Health Urgent Care 




Jan 2004-Jan 2004

Receptionist/medical assistant

· Scheduled patients appointments, general office duties which include typing, filing, faxing, and answering telephones, translating and interpreting for patients, performing venipuncture (blood draws), administering shots, performing initial assessments on patients to include (temperature, blood pressure {with pressure cuff and stethoscope}, chief complaints and past medical history)
Dulles Eye Associates





Jan 2004-Apr 2004

Office Manager

· Scheduled patients for ophthalmologic appointments, transcription of dictations from the ophthalmologist, corresponding with other doctors regarding patient health and situations, managing the ophthalmologic aspect of the front office, ordering supplies, general office duties which include typing, filing, faxing, and answering telephones, ordering contact lenses for patients, translating and interpreting for patients, scheduling surgeries, performing medical insurance verifications and eligibility and benefits, collecting co-payments and making sure that patients have proper insurance referrals and authorizations
Sterling Behavioral Health




Oct 2003-Jan 2004

Front Desk

· Scheduled patients for appointments, performing behavioral health insurance verifications and eligibility and benefits, collecting co-payments 

Starbucks






Aug 2003-Oct 2003

Barista

· Cashier and beverage maker
Unemployed






Aug 2002-Aug2003

 Lockheed Martin





Aug 2001- Jul 2002




Administrative Support Specialist Sr

· Worked on projects including security and car inspections at NIMA following 9-11and working on a categorization project dealing with translated open source articles and news briefs in conjunction with FBIS. Served as mail clerk and member of welcoming committee for new employees at our awaiting clearance center.

 Randstad Temporaries   
      



Nov 2000 - Aug 2001





Administrative Temp

· Johns Hopkins Bayview Hospital Baltimore, MD -Pathology Department – (Jan 2001-Aug 2001) 
administrative assistant.  Data entry of cytological and surgical pathological reports, transcription of biopsies for surgical pathological reports, transcription of letters, memos and cyto-pathological cases, general office duties, taking minutes at pathology staff meetings. Chinese, Spanish, and Portuguese Interpreter for patients.

· Legg Mason – Corporate Services – administrative assistant. Data entry and other general office duties using Windows 98 and Microsoft Office 2000.

· Walters Art Museum – Office of the Director – General office duties using Microsoft Office 2000 and Windows 98, assisting in establishing a contact list of art history faculty and staff from area universities.

· McCormick Ingredients – Customer Service – Data entry using Excel, Prism, and Rumba, proofreading invoices, and other general office duties.

· International Youth Foundation – office assistant – data entry using Racer’s Edge program to establish a contact list from various international organizations.

UNITED STATES NAVY
  May 1998 – Sep 2000

Cryptologic Technician Interpretive.  

· Translate routing foreign intercepted communications, maintain logs, files, and records handling materials, equipment and information of a highly classified nature

· Direct translation and transcription of foreign intercepted communications 

· Operate recording equipment

· Intelligence analyst duties (analyzing and interpreting received data to be read by non linguists) 

· Supervised 8-16 incoming sailors in indoctrination into the policies of the unit, base, and Navy, taking daily full accountability of all students in my division’s section 

· Supervision and evaluation of 6-8 students in my squad 

· Administrative office duties including processing highly classified materials, equipment and activities

