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February 2000 – July 2001 
Tibbett's Boat Works, Inc.  Panama City, FL 
Contracts Administrator/Executive Secretary/Office Manager 

• Prepared bid proposals, Condition Found Reports,  invoiced government customers for progress payments, 
• Followed up with Defense Finance Accounting Service (DFAS) and the US Coast Guard (USCG) regarding payment 

status and any problems or issues with invoices 
• Tracked and monitored Notice of Assignments with the bank and applicable customer(s).  
• Prepared weekly Gantt charts 
• Maintained all contract files 
• Prepared all company correspondences and maintained personnel files. 
• Calculated job costing of employee hours, and prepared detailed spreadsheets for job cost analyses.  
• Solely responsible for the entry of A/P’s and A/R’s; calculation of weekly and monthly state and local taxes. 
• Handled all aspects of the Accounting and Personnel offices 

 
OTHER WORK HISTORY 
AverStar, Inc.  Panama City Beach, FL 
Logistics Analyst 

April 1993 – February 2000 

Smith Copy Systems, Inc.  West Chicago, IL 
Inventory Control Clerk  

September 1992 – March 1993 

Wackenhut Corrections Corp. San Diego, CA 
Office Manager/Inventory Supply & Laundry Coordinator 

January 1992 – August 1992 

State of CA 22nd District Agricultural Association Del Mar, CA 
Office Assistant/Data Entry Operator 

May 1991 – January 1992 

 
U.S. Navy 

Submarine Training Facility, San Diego, California  October 1987 – December 1990 
Naval Ocean Systems Center San Diego, California  April 1987 – October 1987 
Naval Supply Depot Yokosuka, Japan  September 1985 – April 1987 
Fleet Intelligence Center: Pearl Harbor, Hawaii  October 1983 – September 1985 
Supreme Allied Commander Atlantic (NATO):  Norfolk, Virginia  September 1981 – September 1983 

 
SKILLS/SOFTWARE PROGRAMS 

• Excellent Written, organizational and verbal skills 
• Ability to multi-tasks with little or no supervision 
• Capability of learning new software programs quickly 
• Microsoft Word; Excel; Prodata and Paylocity Payroll programs 
• OneSite; Peachtree ver 7.0; and various other software programs  

 
EDUCATION/AWARDS: 

• Fair Housing (continuing education for Leasing Agent License)                  October 2013 
• State of  Illinois – Leasing Agent License (current inactive)          August 2012    
• Leasing Agent Course                March 2010 
• Tax Credit Specialist                    July 2011 
• Citizen Police Academy – Aurora Police Department              Graduated  -           November 2013 

 
MISCELLANEOUS INFORMATION 

• Board of Directors – Belles Terres Condominium Association –(2011-present)  President       July 2020 – present 
• Board of Directors – Citizen Police Academy Alumni of Aurora – 2nd VP/Communications Coordinator 2014 - present 
• Security Clearance - Current – Unclassified: Highest Held – Top Secret with SBI 

 
REFERENCES:  Available upon request 




