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ANNE R. CALHOUN

Oak Ridge National Laboratory
Pro-2-Serve Building 2040, Room E246
Oak Ridge, Tennessee 37830-6301
(865) 576-7433
Email:  calhounar@ornl.gov
PROFESSIONAL EXPERIENCE:

November 2009
Oak Ridge National Laboratory, Office of Administrative Services, Oak Ridge,
–  Present   
Tennessee

Office of Administrative Services Pool (Present Assignment:  D. S. McKenna, Computational Earth Sciences Group, Computer Science and Mathematics Division)

Office responsibilities include assignments in all ORNL organizations assisting managers with their office duties ranging from correspondence, preparation of reports and documents, coordination and scheduling meetings using Outlook, travel arrangements, coordination of interviewees, arranging their travel, agendas, hosts, and conference room reservations through Outlook, and AVID training and approval to purchase items as needed.

September 2008
Haselwood Enterprises, Inc. (HEI), A Tetra Tech Company, Oak Ridge, Tennessee
–  2009 
Front Desk Operations

Office responsibilities include receptionist for company, eight-line phone system, travel arrangements, created and prepared the Office Handbook for Front Desk Staff, compose and/or edit letters, memos, reports, procedures, etc., as required.  I also coordinated the HEI’s 2008 Christmas Dinner, including creation of the invitation, mailing, menu and entertainment finalization, and employees’ transportation.
July 1999
Lenzing Fibers Corporation, Lowland, Tennessee
–  2002 (retired)
Assistant to President, Peter Landl, 2002


Assistant to President, Calvin Bonawitz, July 1999 to June 2002


Responsible for all coordination and preparation for the President’s office (initiation and preparation of company correspondence, travel, scheduling, quarterly Board meetings, international contacts with company sites in Austria and Indonesia, direct mail pieces, 

news releases, and other collateral information).  Other duties included administrative assistance to the Vice President of Quality and Site Services, as needed. As United Way Committee member, I was responsible for the tracking of cards, selection, coordination, ordering, and distributing plant-wide awards; timekeeping; and coordination and operation of the company switchboard.
November 1973
Lockheed Martin Energy Systems (Energy Systems) and Oak Ridge National   
– September  
Laboratory, Oak Ridge, Tennessee
1997 (retired)
Final Position:  Executive Secretary to L. M. Cuddy, Acting Vice President and Director of Technology Partnerships for Energy Systems, and Corporate Information Officer (CIO) for Energy Systems.  (Q-Clearance through 1997)

OTHER ASSIGNMENTS WITHIN LOCKHEED MARTIN:

· Backup for Sector and Energy Systems Presidents’ assistants
· Administrative support for Corporation’s Proposal Team
· Chairperson for the Energy Systems Administrative Reference Guide (created, prepared, published, and continual update of Guide to all Energy Systems’ 600 secretaries, 1992-1997)
· ORNL Secretarial Council charter member, 1988-1992
· Originated, developed, and held training classes for ORNL incoming secretaries, 1988-1992
· ORNL Savings Bond Site Drive Assistant Chair, 1986-1991

· United Way Division Campaign Secretary, 1979 and 1985
· Nuclear and Chemical Waste Programs Secretarial Handbook author (created, published, and updated the Guide to Energy Systems’ secretaries, 1985)
· Software trainer for Executive Secretaries
· Society work experience for the American Nuclear Society, Health Physics Society, and the American Society of Mechanical Engineers, including conference secretarial experience
SPECIAL SKILLS:

—  Creative


—  Excellent communication skills



—  Excellent leadership skills

—  Well organized in office management

COMPUTER EXPERIENCE:

—  Macintosh (1988-1997)



—  PC (1986-Present)


SOFTWARE TRAINING:

—  Microsoft Outlook 2007, 2010

—  Microsoft Word 2007, 2010


—  Microsoft Excel 2007 (first level)



—  Lockheed Martin Systems miscellaneous    

      training until 1997



—  PowerPoint 2007 (first level)      
—  ORNL AVID, MAILMAN, Travel, PALS,

      PAS, SAP

EDUCATION:

· Knoxville Business College, one-year Business Degree
· Oak Ridge High School Graduate

· Lockheed Martin Training Classes

· Oak Ridge National Laboratory Training Classes

REFERENCES:

· Clyde C. Hopkins, President of Energy Group (retired), 

      Lockheed Martin Corporation [home (865) 483-4340]
—  Dr. Alexander Zucker, Special Advisor to the Energy System President (retired),
      Lockheed Martin Energy Systems [home (865) 483-7221]
· Mary E. Regan, Senior Project Manager, CCSI, ORNL [office: (865) 574-6141]
· John M. Begovich, Nonproliferation Technology, GNSTD, ORNL [office:  (865) 574-0151]
· Sandra K. Dean, Executive Assistant to the President of Energy Group (retired)

Lockheed Martin Corporation [home (865) 966-8356]
· Shirley O. Cox, Director, Safeguards, Security and Nonproliferation Programs, Haselwood    

      Enterprises, Inc., Tetra Tech [work (865) 483-7007; cell (865) 310-1993]
