
Onquel Gatson
Brand Ambassador
Dallas-Fort Worth, TX
dshae618@yahoo.com
+1 682 386 1006

Looking to participate as a team member and player, in a dynamic work environment. With over 20
years of administrative and customer service experience, detail-oriented with excellent analytical
skills, providing opportunity to make a strong contribution by utilizing and expanding upon my related
skills, experiences, and capabilities.

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

Work Experience

Brand Ambassador/Sales Associate
Dallas-Fort Worth, TX
Present

Promote one or more brands of alcohol at special events.

Represent the brand when explaining the details of the product, and promote brand awareness.

Effectively utilize my interpersonal skills to work with customers as well as other team members.

Educate potential buyer of the benefits offered by the product.

Maintain an organized file of all paperwork for each event.

Provide positive image for employer and products offered.

In Home Caregiver
Dallas, TX
March 2019 to November 2022

Assisted with the care of children and the care of cancer patients.

Sr. Executive Assistant to Director
AT&T - Dallas, TX
1999 to 2018

• Coordinated board and committee meetings, including schedules and information preparation along
with weekly project team meetings.
• Handled timesheets and payroll for over 40-50 managers.
• Completed data entry, tracked resumes and maintained the applicant tracking system, assisting
director with the hiring process.
• Answered inquiries and addressed, resolved or escalated issues to management personnel to ensure
client satisfaction.



• Coordinated all travel arrangements and accommodations for staff and out-of-town managers and
clients.
• Performed accounts payable duties (i.e. invoicing)
• Scheduled client appointments for 1st& 2nd line managers and my director.
• Composed and drafted all outgoing correspondence and reports for managers.
• Managed executive calendar and vacation schedules for director/managers.
• Organized all new hire, security and temporary paperwork after onboarding process.

Technical Associate
AT&T - Dallas, TX
1999 to 2018

Initiated, track and complete orders in the database to assign interoffice facilities, and central office
terminating/signaling equipment.
• Verified accuracy of billing for vendor services and equipment. Daily contact with vendors such as
Fujitsu and many others, to ensure stock, negotiating price if needed. Set up delivery to handle customer
emergencies outages.
• Shipping and receiving, working with the warehouse,  with accounts payable invoicing.
• Assuring customer satisfaction with vendors, keeping great communication and very accommodating
when needed.

Skills and Attributes
Typing 70wpm
Data Entry 35,000 kph
Ten Key By Touch
Experienced in Microsoft Office(Word, Excel, Powerpoint etc); Outlook (email and calendar); Oracle;
PeopleSoft; TIRKS; Access
• Office Management
• Project Management
• Excellent interpersonal, written & verbal communication skills
• Ability to work with a high degree of accuracy and timely completion of work required to meet service
objectives and deadlines.
• Ability to exercise judgment in making decisions and work independently with little to no supervision.
• Assisted and became sole coordinator and project manager for company annual United Way Campaign
within the department.

Credentialing Specialist
Sweetwater Health - Dallas, TX
January 1995 to September 1998

• Create and maintain licensing, credentials and insurance records
• Conduct research on updated state and federal regulations and policies
• Release information to requesting agencies and public inquiries when required by law
• Help develop internal credentialing processes
• Monitor license and credential expiration dates and advise staff members of required renew by dates
• Ensure the facility and staff members are maintaining compliance with regulatory and accrediting
institutions



Education

High School Diploma
Sunset High School - Dallas, TX
1989

Skills

• Word (10+ years)
• Excel (10+ years)
• Powerpoint (10+ years)
• Oracle (8 years)
• Peoplesoft (2 years)
• Data Entry (10+ years)
• Outlook (10+ years)
• Acrobat (5 years)
• Customer Service (10+ years)
• Supply chain (8 years)
• Calendar Management (10+ years)
• Travel Arrangements (10+ years)
• Office Management (10+ years)
• Project Management (5 years)
• Personal Assistant Experience (8 years)
• Event Planning
• SAP
• HR Sourcing

Certifications and Licenses

TABC Certified
July 2023 to July 2025

Food and Alcohol server/seller certification.


