
 

Janet M. Baucom CPS 

Objective To obtain an Administrative Staff position where I can use my vast knowledge and organizational skills 
to their fullest.  

Experience 
1993 - Present Oak Ridge National Laboratory (ORNL) Oak Ridge, TN  37831 
Sr. Administrative Assistant/Office Manager 
• When Facility Manager not available request craft support (A/C mechanics, carpenters, janitors, 

electricians, etc.) 
• Key Operator for network copier/printer 
• Procurement 
• Basic maintenance of office equipment 
• Sub-Contract Administration 
• Prepare forms using ORNL systems 
• Track project cost in company accounting system (SAP) 
• Spreadsheets 
• Provide guidance of ORNL policies and procedures 
• Supply administrative support to the Imaging Science and Machine Learning Group (ISML) (Total 

of 18 personnel) Also, supply support to Sensors and Control Research Group (S&CR) (Total of 11 
personnel). 

• Responsible for ISML and S&CR Group ESH&Q Compliance 
• Make domestic travel arrangements, record and track travel expenses with company travel system 
• Make foreign travel arrangements according to Department of Energy (DOE) guidelines 
• Create and receive email and other general computer work 
• Technical formatting and changes using MS Word  
• Arrangement of International and Domestic Conferences, business lunches and dinner parties 
• Provide phone support, screen and route calls, deliver messages 
• Distribute mail and incoming faxes 
• Division PALS Representative 

 
1992-1993 Oak Ridge National Laboratory  Oak Ridge, TN  37831 
Office Assistant I 
 Member of the Office Assistant Assignment Group 
 Supplied basic office support in different offices throughout the Laboratory for Administrative Assistants 

that were out due to illness, vacation, etc. 

Education 
1998                   Professional Secretaries International     Oak Ridge, TN  37830 
Certified Professional Secretary; 95th international percentile  

1971 - 1975 Roane County High Kingston, TN 37763 
 High School Diploma with Honors, Business Major 
 Attended Eureka Business School Junior and Senior year  

Software Word, Excel, Power Point, Microsoft Outlook, Adobe Acrobat, Windows, Dreamweaver, and Endnote  

ORNL Systems ePROP, Facility Service Center, Keyweb, Smart Services, SBMS, MSDS, PALS, SAP, Travx, ABSINQ, 
AVID, CIC, PTS, EAS, eWFO, IRIS, MHP, VSWeb, UCAMS, NetReg, PAS, PMTS, SPUDS, ePlan, 
CIC, ESS,EPM, HMMIS, IRIS, LOIS, Mailman Lists, Marketplace, Netreg. 

 


