James W. Pickens, Jr.​_____________________________
1836 Metzerott Rd, Unit 1416

Hyattsville, Maryland 20783

Phone: 301-520-4584 ~ Email: apa10jwp@yahoo.com
​​​​​​​​​​​​______________________________________________________________________________
Professional Profile
Offer broad work experience that demanded strong organization, technical and interpersonal skills, in a diverse business environments. Offer office machine experience in  PeopleSoft, Maximo, Microsoft Office, Corel WordPerfect Office, Typing and 10-Key.  Always striving to provide excellence customer service; possess a strong work ethic and unwavering commitment to whoever affiliated.  Confidently interact well with cross-functional department personnel, vendors and sale representatives, exercising a high degree of professionalism, discretion and problem resolution capabilities.  Detail-oriented and resourceful with a proven ability to complete independent and team projects on time and in accordance with company goals and client needs.

______________________________________________________________________________
Education

North Carolina Agricultural and Technical State University, Economics, Emphasis in Transportation, 1998

______________________________________________________________________________
Professional Experience
PEP Stars Inc.

Café Associate








9/09 – Present

· Provide customer service to customer’s in a café setting.  Perform cash transactions and daily cash closing.  Perform weekly food and supplies inventory.  Assist in daily maintenance in the café.

Washington Metropolitan Area Transit Authority (WMATA)
Supervisor –RAIL/Track, Structures and Systems Maintenance (TSSM)
1/07 – 11/08

· Oversaw operation on numerous railroad projects including rail, cross-tie and fastener replacement, switch/interlocking replacement and high voltage (third) rail maintenance

· Implemented and recorded proper corrective measures to inspection and maintenance items and deficiencies and practiced the use of proper tools, equipment, materials and manpower to correct the identified maintenance items and/or deficiencies

· Reviewed site plans and construction drawings to evaluate compliance with authority standards
· Scheduled and led meetings with contractors and personnel from other departments within the authority

· Provided Procurement department with necessary documentation to secure materials and equipment for maintenance projects

· Conducted research on transportation issues and methods

· Developed and drafted plans and work schedules for assigned projects

Facilities Maintenance Clerk – RAIL / TSSM




1/06 – 12/06
· Managed payroll and absenteeism for division of over 70 employees on a weekly basis
· Prepared accurate production and labor reports for analysis by management

· Assisted management with replenishing and managing inventory within the various phases of construction and maintenance projects

· Compile employee time, production, and payroll data from time sheets and other records

· Review time sheets, work charts, wage computation, and other information onto designated records

· Record employee information, such as exemptions, transfers, and resignations, in order to maintain and update payroll records

· Issue and record adjustments to pay related to previous errors or retroactive increases

· Provide information to employees and managers on payroll matters, tax issues, benefit plans, and collective agreement provision

· Post relevant work hours to client files in order to bill clients properly

· Prepare and balance period-end reports, and reconcile issued payrolls to bank statements

· Complete, verify, and process forms and documentation for administration of benefits such as pension plans, and unemployment and medical insurance

Track Walker, Equipment Operator, Laborer – RAIL / TSSM


4/00 – 12/05

· Provided a visual inspection of the railroad and reported areas out of compliance with WMATA standards 

· Operated heavy equipment used to perform track maintenance and construction

· Performed maintenance of railroad including rail, cross-tie and fastener replacement, switch interlocking replacement and high voltage (third) rail maintenance

Select Staffing Services

Customer Service Representative – WMATA (Temporary Employee)
2/99 – 4/00

· Participated in the implementation of the SmarTrip program, currently used by WMATA

· Verified the accuracy of office processes and expenses, eliminating overcharging of patrons

· Created and revised transportation program literature, maps, and correspondences for the program to public, agencies and employers, resulting in program recognition and increased use
REFERENCES

References are available upon request
