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Professional Overview 

Rhonda M. Lawson 
 Louisville, KY 40216 

I present a highly organized, detail-oriented professional who has experience working in corporate, government and the private sectors. 
The diversity in these different settings has allowed for continued growth in technological, analytical, team-building and multi-tasking 
skills. 

Summary of Skills 

♦ Licensed Realtor ♦ Data Analysis Specialist ♦ Computer Instructor ♦ eLearning Support Specialist

♦ Workforce Development ♦ LexisNexis® ♦ Data Management ♦ NX StEPS
♦ The Raisers Edge® ♦ Professional Researcher ♦ Leadership Training ♦ Curriculum Writer
♦ Census MAF/TIGER ♦ Census ECORR ♦ D-IPSE ♦ Microsoft Office®

Employment History 

Supervisory Statistical Clerk August 2016 - Present 
United States Department of Commerce - Jeffersonville, IN 
I currently supervise the Clerical Processing Unit (CPU) within the Survey Processing Branch (SPB). In this position, I provide 
professional customer service that addresses customer requests and resolve problems. I perform duties that requires exhibiting 
experience in statistical methods, procedures, and techniques for data collection processing. I work with data providers as well as 
handle files received in non-standard formats from respondents; and I document procedures, findings, and issues that arise from the 
various economic surveys processed within the unit. 

In this role I use established deadlines to adjust schedules and priorities to ensure work is completed on time; I manage the operation, 
scheduling and control of census forms for the unit; I assume technical responsibility for accuracy and timeliness of census surveys 
and direct implementation of procedures according to sponsor specifications and procedures for developing timely and accurate 
measures for census data; and I direct employees who perform various editing transcription coding, matching, filing, sorting, telephone, 
and control functions necessary to process the census. I also have responsibility for diagnosing and resolving clerk-reported incidents 
with their computers. I have developed a database I utilize for tracking problems reported and their ultimate resolutions and provide 
feedback to my section chief on problematic trends the unit encounters. I am the conduit and facilitator for my unit's problem 
resolutions with their computer systems. I have responsibility for the installation and troubleshooting of upgrades and/or updates 
needed to ensure the unit's computer run smoothly on a consistent basis. I complete all software updates and search for new software 
on a regular basis. I have assisted IT with reimaging computers within my unit. I routinely install updated printer drivers for clerks, 
uninstall and reinstall NX Steps software, and perform hands-on computer-based training to individuals on the usage of other software 
programs used within the unit. 

I participate in technical meetings with divisions and/or staff to resolve problems, render performance appraisals, grant leave, effect 
disciplinary measures, and advise management of persistent problems. I have outstanding attention to detail skills with the ability to 
multi-task, I take pride in providing great customer service to everyone and I possess wonderful oral and written communication skills, 
and I am very good at problem solving. 

Lead Statistical Clerk March 2016-August 2016 
United States Department of Commerce - Jeffersonville, IN 
I worked in the Inspections Outgoing Work Unit (IOWU) as the Lead Clerk. I worked closely with the clerks to ensure appropriate 
procedures were being followed by the clerks responsible for performing a variety of quality assurance clerical tasks involving multiple 
projects in various stages. I verified the inspection of label formatting, packaging, address form assemblies, kit assemblies and print 
samples. I had to be able to recognize out-of-tolerance items, inconsistencies between those items, data reporting errors, and data 
entry errors and to determine the appropriate resolution and take the necessary action to obtain statistical accuracy. 
Reason for leaving: Promotion 
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