Juantongia J. Calvin
15914 Mission Village Drive
Houston, TX  77083
Phone 281-988-5381
Juantongia.calvin@enron.com

	Objective
	To obtain a position with a company that will allow me to exercise my analytical ability and has ample room for growth.

	Skills
	Microsoft Word, Excel, PowerPoint, Access, Microsoft Outlook, Internet, Microsoft Project, Intranet, Lotus Notes, Maximo, SAP, FORTRAN, C

	Education
	1989 – 1995                  Southern University	Baton Rouge, Louisiana
BS/Mathematics

	Work experience
	10/02/00 - Present	Enron Corporation	Houston, Texas
Data Management Coordinator
Contract position that allows interaction with several departments.  Primary duties include processing CHURN requests, managing online move database, corresponding to and routing phone calls, emails, inputting and analyzing data.  Create documents and spreadsheets using Microsoft Word and Excel.  Responsible for the facilitation of company wide training sessions using new software.  Provide superior customer service to Enron employees.  Organize meetings, scheduling, arrange travel and special projects upon request.  

1996 – 2000                     West Houston ISD                            Houston, Texas
Teacher
Instructed secondary level math including algebra, trigonometry, precalculus, and geometry.   Also instructed computer science.  Assisted administrators upon need managing the front office. 

1995-1996                        East Baton Rouge Parish ISD       Baton Rouge, LA
Teacher
Instructed secondary level math.  Courses included algebra and geometry.

	Military
	1989 – 1997                   United States Army Reserves
Administrative Assistant
Unit administrator responsible for attendance records, unit accounting and financial records including payroll.  Typed memos, created spreadsheets, maintained most unit files, processed invoices and created documents.  Coordinated meetings, maintained calendars, made appointments and travel arrangements.
References available upon request.


	
	



