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Magdalena Rojas
OBJECTIVE 
      Records and information management specialist working with digital assets.
SUMMERY
Goal oriented, motivated, reliable professional with a friendly disposition. Extensive experience in a professional environment, and very proficient in information management technology Excellent oral, written and interpersonal skills.
	EDUCATION
	August 2015 – December 2015                                                                                      University of Maryland College Park

Masters of Science in Information Management 2016-Digital Curation and Archives 

August 2008 – May 2011                                                                                                University of Maryland College Park

Bachelor of Arts 2011-Art History and Archeology

	PROFESSIONAL 
EXPERIENCE
	Town Clerk January 2015- Present                                                                                                           Town of Brentwood

Maintain and update official website and manage email services. Record and archive public meeting minutes and agendas. Maintain accurate town records and the town’s schedule. Ensure Resolutions and Ordinances are being enforced. Issue town permits and Receive and record all payments and deposits.
Administrative Assistant March 2014- Present                                                                                                  New America Financial Corp

Ordered and kept track of appraisals and payment invoices. Created e-Traker files for new loans and mailed

payment letters. Tracked closing of loans sold and mailed closing letters. Ordered Tax Transcripts and Social Security Verifications. Scanned, tracked, and e-filed post-closing documents such as Deeds of Trust and Title policies. Office administration: ordered supplies to keep the office is stocked, compiled and mailed thank you packets, distributed mail, answered phones.
Administrative Assistant December 2013- February 2014                                                                                       Beltway Blinds & More

Processed orders and maintained client files, submitted weekly invoices that are sent to financial department. Scheduled service calls and remakes and entered leads into database. Maintained contact with customers regarding order status and updates.
Administrative Assistant August 2011- February 2013                                                                             Brentwood Police Department
As a customer service clerk responsibilities included: flag forms, vehicle release forms, dismissal forms for flag fees as well as speeding tickets, dispatch of information in person as well as over the phone about all the above. Maintained files and organized forms dealing with the Police Department. Submitted monthly UCR form for the police department. Oversaw that police officers turned in all their required paperwork, wrote Police Department memoranda. Filed and mailed traffic citation reports as well as repair orders in a timely manner.

	PROFESSIONAL
SKILLS
	· Bilingual: I speak, write, and comprehend both English and Spanish fluently.

· Proficient in Microsoft Office (Word, Power Point, Excel).

· Proficient in the following computer languages: JavaScript, HTML, PHP, SQL

· Excellent interpersonal skills: I am able to get along well with co-workers and accept supervision.

· Goal-oriented leader who can maintain motivation.

· High attention to detail: I am concerned with the presentation and quality of work produced Hard-working and creative problem solver

· Excellent at multitasking: I am flexible and adaptable when managing multiple priorities.

· Excellent Customer Service:  I am constantly in contact with customers, both on the phone and in person. I am always able to provide fast friendly customer service. 

· CPR trained at Health Provider Level

	REFERENCES
	C. Reginald Bagley

Town Administrator

Town of Brentwood 

4300 39th Place 

Brentwood MD 20722

(301) 919-1556 cellphone

(301) 927-3344 office
Charlie Bradle

Owner

Beltway Blinds and More

6301 Ivy Lane 

Suite 700

Greenbelt, MD 20770

(301)710-5499
Chief Robert Althoff 

Brentwood Police Department

4300 39th Place

Brentwood, MD 20722

(301) 864-1858

Mayuris Pimentel

Regional Attorney for Justice for Our Neighbors

United Methodist Church 

35 University Blvd. East, Rm, 103

Silver Spring, MD 20901

(202) 420-8044

Karina Cruz

Bladensburg Police Dispatcher

Bladensburg Police Department 

4910 Tilden Rd 

Bladensburg, MD 20719

Kelly West Figueroa-Ray

Communications and Operations Director

Project on Lived Theology

University of Virginia

104B Sunset Ave.

Charlottesville, VA 22903

434-987-5338
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