
To Whom Thls May Concern:

I am beyond excited of the possibillties that wlll be avallable as a member of the Hammond
Hlstorlc Dlstrict Commission, mainly being a part of raising communhy aurareness and pride in
our city's past and a desire to celebrate it in our present.

It is the moment of "sense of place" that encourages people to put down roots into the
community, as well as enhancing the visual and aesthetic characteristics of diversity and
distlnctiveness of our cit/s past.

As I have traveled thls country as a forrner active-duty mernber of the US Navy, I have been
fortunate to vlsit many different cities and experience thetr use of dlverslty and inclusion to
foster a poshive and productive community atmosphere. I have yearned since returning home
for that same feeling of inclusion in the clty I have been a part of since my blrth.

I often have wondered what hlstory was represented in our city from my ancestors and others
of color. I would love to bring light to the lmpact of ALL who have been a part of the evolution
of the Cky of Hammond.

I hope to be a bridge between my community and the downtown area to involve and lnclude
more diverse businesses and avallablllty of spaces for usage bV all. I belleve ln hlstorlc
preservation and the unlque spaces and buildings that our downtown offers. lt is imperative
that the entire City of Hammond feels welcome and not excluded from certain areas, and we
have to keep these spaces thrlvlng.

I look forward to speaking wlth you further wlth hopes of a posltive outcome.

Kind Regards,

Tanya T. Turner



Tanya Turner
Customar Care/ Sales Manager
Hammond, l-A 70403

+1

Over 15 years Sales and Management Experience, Proven sales dlrectlon and tralner,

Customer Servlce tralner with certlficatlon ln Business and Travel lndustry Management

Wllllng to relocate: Anywhere
Authorized to work in the US for any employer

Work Experience

Front Desk Manag€r
Courfyard by Maniott - Hammond, LA
Decernber 2022 to Present

Front Desk Manager responsible for Custorner Serulce and coverage of Front Desk Hotel staff.

Tax Preparer
H&R Block. Harnmond, [A
October 20L9 to June 2020

Full tlme tax preparaHon associate. Performed both office management and tax preparatlon for local
branch.

Platinum and Centurion Travet Counselor
American Express Travel - Hammond, LA
September 2016 to Juty 2ot9

Work At Home Agents serviclng both Platinum and centurion card members with booking and corrections
of travel itinerary
Experlence in navigation of the Global Dlstributlon system to create and corect fllght booklngs and
changes

Travel Care Frofassional / Trainer
Teleperformance USA - Killeen, TX
Aprll 20L3 to September 20L6

' Assisted Amerlcan Express Card members with their personaland business travel arrangements.. Served as a Campalgn Trainerfor new cornpany hires.
' Served as a Train the Tralner team member, responslble for tralnlng new tralners in admlnlstratlve
procedures,

Asslstant Manager of Technology
US Department of Commerce Bureau of Census . Hammond, LA
November 2OO9 to October 2010



I Assisted the Senior Manager in all offlce related job duties.
. Responsible for maintalnlng proper inventory, control, and accounting of all electronlc devlces.
. Responsible for coordinatlon and tralning of new hlres, and for training all office and fleld staff on

computer systems,

Tax Preparer
H&R Block - Hammond, LA

November 2007 toJune 2008

Seasonal Tax Preparer ln local branch for tax season. Part tlme schedule. Flex between two locatlons.

Branch Manager
Able Body Temporary Labor Agency - Hamnrond, [A
September 2005 to November 2007

' Managed a staff of 15 full-time employees and 230 temporary labor applicants, lncluding processing
and approvlng weekly payouts to 230 temporary labor employees, procesSing and reconciling accounts
payable and accounts receivable invoices.

Aviatlon Support Equipment Mechanic I Productlon Control Asslstant
Unlted States Navy -Jacksotrville, FL

January 1993 to September 2001

' Proudly served as a specialist, ln the role of Avlation Support Equlpment Mechanlc / ProducUon Control
Assistant AS2|E2

Volunteer Tax Freparer
Naval Station Mayport Tax Center- Mayport Naval Station, FL

,August 1999 to May 2000

Part of inltial trainlng team to provlde free tax preparatlon to actlve duty personnel. Tralned by H&R

Block ln baslc tax retum rules and procedures, as well as how to electronically flle retums-

Education

Associates ln Gen€ral Studies
Southeastern Loulslana Universlty - Hammond, l-A

College Preparatory
Hammond High Magnet School - Hammond, l.A

Skills

. Microsoft Office

. Team Bulldlng

. Excel

. Sales

. lnventory

. Management

. Mechanic Experience



t Account Reconclllatlon
. Office Adminlstration
. Aircraft Maintenance
. Payroll
. Root cause analysis
. Customer servlce
. Accounting
. General Ledger Accountlng
. Offlce Management
. Accounts Recelvable
. Journal Entries
. QulckBooks

'Accounts Payable
. Budgeting
. Warehouse distributlon
. Computer skills
. Leadershlp
. Microsoft Powerpolnt

' Supervising experience
. Bookkeeping
. Flnancial Report Writing
. Bank Reconclliation
. Tax Experience
. Merchandlsing

' Priclng
. Purchasing

. SAP

. Hospltallty

Military Service

Branchl United States NaW
Rank E5

Certifications and Licenses

Drlvefs Llcense
Standlng ForkllfVReach
Propane Slttlng Forkllft



Assessments

Scheduling - Proflclent
August 2021

Cross-referenclng agendas and itinerarles to avold schedullng confllcts
Full resultsl Proficient

Customer focus & orlentation - Expert
August 2021

Responding to customer sltuatlons rvlth sensltlvlty
Full results: Expert

Customer service - Proficlent
September 2019

ldentlfying and resolvlng common customer issues.
Full results: Proflclent

Customsr serwice flt - Proficient
February 2020

Measures the tralts that are important for high-quality custorner service.
Full results: Proflclent

Receptionlst - Expert
February 2020

Using basic scheduling, attention to detail, and organizational skllls in an offlce setting.
Fullresults: Expert

Warehouse associate - Proficient
March 2021

Assesses the tendencies that are irnportant for success in warehouse roles
Full results: Proficie0t

Marketing - Completed
November 2020

Understandlng a target audience and how to best comrnunicate wlth them
Full results: Cornpleted

Supervisory skills: Motlvating & assessing employees - Familiar
October 2021

Motlvating others to achieve ohjectives and ldentlfylng improvements or correctlve actions
Full results: Familiar

lndeed Assessrnents provides skills tests that are not indicative of a license or certification, or continued
development in any professional field.



Additiona I I nformation

Over twenty eight years of progresslve experlence ln various flelds, to include elght years ln Personnel
and Offlce Admlnistration, with three, years of Executlve Adminlstratlve Support. five years in Customer
Servlce, seven years ln Corporate and Refall Training, and eight years of proud service ln the United
States Navy.
Excellent organizational and communication skills; can succes#ully analyze and prloritize assignments,
and effectively communlcate with all levels of personnel within an organization, to ensure that all tasks
are clearly under:stood and successfully completed.
Dedicated work ethlc; proven ablllty to excel in a fast-paced, demanding office environment, by
successfully completing all work assignments ln a timely manner, whlle working lndependently wlth
mlnimal supervislon.


