Marlin Manley

5608 Cypress Creek Dr. #203
Hyattsville, MD 20782
(202) 821-8948
mrmanley24@yahoo.com

EDUCATIONAL BACKGROUND
· M.A. - Mass Communication and Media Studies


May 2008 

Howard University, Washington, DC • GPA - 3.65
· B.A. - Communication (TV/Radio Broadcast)


May 2005

The University of Texas Pan American, Edinburg, TX • GPA - 3.15 

SUMMARY OF QUALIFICATIONS

· Customer Service Oriented
· Results Driven
· Computer Proficient in the Microsoft Office Suite

· Skilled at all Forms of Communications 
· Supervisory Experience

PROFESSIONAL EXPERIENCE

Administrative Assistant



May 2008 – Present

SiloSmashers Inc, Fairfax VA

· Supported the United States Citizenship and Immigration Service’s Transformation Program Office (TPO) in their transformation project. 
Staff Assistant (GS-5)




July 2007 – May 2008
United States Citizenship and Immigration Services, Washington D.C.

· Served as one of three global administrators and a point of contact for the Identification Management System (IDMS)
· Developed inventory, disbursement, and collection reports and documents for IDMS

· Managed and served as point of contact for the Enterprise Document Management System (EDMS)

· Managed and served as a point of contact for the Weekly Information Coordination (WIC) Report.
· Reviewed and edited program communications.
· Prepared outline for program newsletter.
· Managed the Program/Project email correspondence account.
· Prepared New Employee Orientation Handbooks.
Administrative Assistant (Women’s Lacrosse)

November 2006 – May 2007
Howard University, Washington D.C.



· Processed National Collegiate Athletic Association (NCAA) weekly paperwork.  

· Confirmed game schedules.

· Arranged travel and lodging for team personnel.

Manager Trainee (Fleet Manager)


May 2006 - August 2006
Hertz Local Edition, Silver Spring MD

· Assisted with store profit increase through marketing campaign.  Increased revenue from $8000 to $13,000 in the month of July.
· Developed and maintained business relationships with various body shops and insurance companies.  
· Worked as Fleet Manager, controlling depreciation and fleet utilization. Improved fleet utilization from 75% to 88% though aggressive marketing campaign designed to increase store traffic.  
AWARDS AND SCHOLARSHIPS

· Track and Field - University Texas Pan American, 2001 – 2005
· Collegiate Team Captain, August 2001 – June 2005
· Dean's List, Fall 2003
· Collegiate 3.0 club, 2003 – 2005
ACTIVITIES 

Student Athlete Advisory Committee – August 2002 – May 2005. Developed and implemented policies and procedures, resulting in improved efficiency and productivity of student athletes.
AFFILIATIONS
Kappa Alpha Psi Fraternity, Inc.
