JONATHAN OKUTORO

Mailing Address: 1527 Walters Avenue, Sharon Hill, PA 19079 | Telephone: (862) 222-5335 | Email: Jokutoro@yahoo.com

OBJECTIVE:

In search of an entry or mid level administrative, analysis, management or operations related position that will utilize my technology background along with the managerial, supervisory, and relationship building skills.

STRENGTHS:

· Well organized, excellent analytical thinking skills, great multi-tasking and administrative abilities
· Ability to function effectively in a pressured or high pace environment
· Ability to identify a problem and implement effective solutions
· Team player, disciplined in work habits
· Dedicated to promoting company’s growth and profitability

COMPUTER SKILLS

· Knowledgeable in installing and managing Windows Networks
· Excellent written and oral communication skills

· HTML, SQL, Flash, Visual Basic Programming

· Microsoft Office Suite (Word, Access, Excel, PowerPoint, Outlook Express)
· Adobe Photoshop, Adobe Image Ready, Macromedia Dreamweaver, PeopleSoft, OnBase, Adobe Flash
· Forecasting, Statistics, Planning, Budgeting, Management, Web designs, Tridion
EDUCATION:

Herbert H. Lehman College
(City University of New York)
January 2000 – January 2004

Bachelor of Science 

Computer Information Systems
(Magna cum Laude)

WORK EXPERIENCE:

ING Clarion Real Estate Securities
201 King of Prussia Rd, Radnor, PA  
12/31/07 – Present

Position:  Facilities Coordinator

Duties:

· Coordinating all mailroom operations

· Procuring and distributing general supplies 

· Coordinating office setups or relocations

· Maintaining inventory of office supplies or essential infrastructures for day to day operations
Ajilon Professional Staffing

Park 80 West, Saddle Brook, NJ

01/2006 – 10/2007
Position:  Facilities Coordinator
Duties:

· Coordinating all mailroom operations

· Procuring and distributing general supplies 

· Coordinating office setups or relocations

· Maintaining an effective operation of company’s facility and infrastructures
Progressive Youth of Africa 
211 Sherbrook Boulevard, Upper Darby, PA
03/2005 - Present
Position:  Web Designer
Duties:

· Providing Internet consulting, website designs and maintenance, website hosting, and email marketing

· Providing graphic designs for movie projects and desktop publishing.
Federal Express


130 Leroy Street, New York, NY


06/2004– 10/2006
Position:  Courier

Duties:

· Maintained efficient courier services (pickup and delivery) of inbound and outbound domestic and international shipments for FedEx customers.
· Provided general customer services such as package tracking and supplies deliveries.
· Promoted sales growth by presenting or recommending new products to FEDEX customers
Summit Security Services

127 West 26th Street, New York

06/2000 – 06/2004
Position: Security Officer

Duties:

· Supervised and maintained access control into research facilities and school dormitories
· Related and enforced security protocols or measures

· Monitored fire safety equipments, video surveillance cameras, Closed Circuit Television
· Assisted Management by providing security updates of assigned areas.
Lehman College IT Center
250 Bedford Park, Bronx, NY


01/2003 - 01/2004
Position: Help Desk Support

Duties:

· Provided computer support and maintenance. Installed and updated software, hardware, and operating systems.
· Responded to incoming requests for troubleshooting or technical issues.
The Salvation Army
17th Street, Sinkor, Monrovia, Liberia


09/1998 - 09/1999
Position: Assistant Mission Team Leader
Duties:

· Organized and supervised street evangelisms (open air meetings)  and prison outreach ministry 

· Coordinated the Salvation Army humanitarian relief efforts such as alcohol and drug abuse program for the addicted, rehabilitation of ex-combatants especially child soldiers, reconstruction of shelters for the homeless, property acquisitions, church and school development projects, etc.  

The Salvation Army
17th Street, Sinkor, Monrovia, Liberia


11/1996 – 09/1999
Position: School Registrar (The Salvation Army School System)
Duties:

· Supervised school registration, testing, and evaluation

· Procured general supplies for schools under the Salvation Army School System

· Prepared progress reports and transcripts for students

· Provided general office duties such as typing, record maintenance and updates.

Professional References:

Reverend Samuel Martin
Philadelphia Church International
5541 Baltimore Avenue
Philadelphia, PA 19143
Phone: (215) 476 3109
Todd Mills

Submit Security Services

127 West, 26th Street

New York, NY 10031

Phone: (212) 730 0520 

Daniel Harris Gayou
Executive Director
Liberian Behavioral Health Services
Phone: (215) 667 7472 
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