CITY OF ATLANTA

55 TRINITY AVENUE, S.W
SHIRLEY FRANKLIN ATLANTA, GEORGIA 30335-0300

MAYOR TEL (404) 330-6100

02-( -1057

May 17, 2002

President Cathy Woolard and
Members of Atlanta City Council
City Hall, Suite 2900 South

68 Mitchell Street SW

Atlanta, Georgia 30335

RE: Appointment to Supplemental Environmental Projects (SEP) Advisory
Committee

Dear President Woolard and Members of the Council:

It is a pleasure for me to appoint Ms. Buszeda Hudson to serve as a member of the
Supplemental Environmental Projects (SEP) Advisory Committee of the City of
Atlanta. This appointment is for a term of one (1) year and does not require Council
Confirmation, and thus, is scheduled to begin on the abovementioned date.

I am confident that Ms. Hudson will serve the Supplemental Environmental Projects
(SEP) Advisory Committee with distinction.

Sincerely,

Enclosures
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EXPERIENCE:

2000 to Present

1993 to 2000

1989-1993

COMHERC AL CREDIT FAX NO. 404 8E3 5636 F. 02

RESUME

BUSZEDA B, HUDSON
2783 REDGEWOQOD DRIVE, N.W.
ATLANTA, GEORGIA 30311
(404) 691-2511 (H) or (404) 853-5644 (W)

SOUTHTRUST BANK

Commercial Credit Files - Supervisor

Supervise the Credit I'ile functions so that credit information supplicd

1o the department is easily used and retrieved. Responsibilities:
Responsible for all Credit File personnel matters, including, interviewing
and hiring new employees; training and cross-training all employees.
Kuowlicdgoable ol all Credit File department functions, responsibititics
and procedures, Assign job responsibilitics or create positions, us needed,
within the department so that all work {s coropleted in a timely manuer
with maximum production for each employce. Handle routine personnel
funictions, such as bi-weckly time shoets and vacation schedules. Develop
and communicate performance standavds and annual geals for cach
employee.

Credir Administration/Commercial Credit Dept, -

Administrative Assistant/Systems Administrator

Duties: Answering the telephones; ordering of all office supplics:
scheduting el vacation and processing weekly time sheets; xerox copying
of all credit analyses donc by the analysts; type weekly Loan Committec
Minutes for loan packages to be filed; process monthly reports off
analyses completed by cach anatyst and tracking reports of analyses:
responsible for daily computer network system tape back-up, maintenance
and servicing of all equipment for department. Required to complete any
and all “special” projects and reports and enter data into computer.
Process expense reports for department and staff. Process requests for
new cquipment, furniture, telephones, etc. Organize and circulate all
departmental reading material; also update departmental reference library.
Assist Appraisal Review and Credit Files departments in whatever
capacity necessary Computer software used: WordPerfect (Corel) 6.1,
Lotus 1-2-3 Releasc 5, Microsoft Windows 3.1, and Windows 95.

Assert Based Lending Dept, - Secretary

Daties: Typing for 4 Loan Officers and 2 Auditors; opening and
distributing the mail daily; xcrox copying of all Committee Loap
packages to be approved weckly; opening and closing of commercial
checking accounts for new and existing customers; daily customer
contact to balance collatcral accounts, make wire transfers for the
custonters, and to debit and credit their operating accounts; typing alt
Corporate Resolutions for all account changes; use of CRT Terminal for
looking up customer information and inquities on their accounts;
assisted the Office Clerks in their day-to-day duties with the custormers'
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Resume
Buszeda Hudson
Page 2

1980-1989

EDUCATION:

[963-1968

1968-1970

January/Junc
1996

January, 1997

REFERENCES:

COMMERC!AL CREDIT FAX NO. 404 853 %€36 P.

accounts.  Use of a Xerox Memorywriter on a daily basis. Answcring of
telephones, ordering of ail office supplies; scheduling of vacation and
processing of weekly time sheets.

NATIONAIL BANK OF GEORGIA

FIRST AMERICAN BANK OF GEORGIA
SOUTHTRUST BANK OF GEORGIA

(Two acquisitions occurred during my employment )

Commercial Credit Dept. - Secretary

Duties: Typing for 13 Credit Analysts; answering the phones; opening and
distributing the mail daily; xerox copying of all credit analyses;

ordering ol all office supplies and forms for the depariment; trained new
credit analysts on the usc of current computer software beiizg used

by the department. Software used at that time was: SAMNA, and Lotus
1.2.3.

Henry McNeal Turner High School
Atlanta, Georgia

Reccived high school diploma with 3.0 grade average. ROTC for 2 years,
Orchestra for 3 years. Business courses taken in Food Management and

Carcer Education.

Atlanta Business College
Atlanta, Georgia

Sceretarial school for 2 years. Developed office skills for placement on
jobs with the companies that financially supported the school,

ExecuTrain (Company Training)

Completed training courses for Custom 1-2-3, WordPerfect, Windows 6.1,
Attended and complcted Fred Pryor Seminar, “The Lxceptional
Assistant”,

Exccutrain (Company Training)

Completed training course for Netware 3.12 SAA

References furnished upon request.

03
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