VICKI CAUDILL
Thornton, CO 80241 | (307) 321-6737 | vlcaudill@hotmail.com 


Detail-oriented and dedicated with experience providing comprehensive support in a variety of environments. Areas of expertise include data entry, scheduling, billing, customer service, and record maintenance. Maintain efficient, well-organized work environments at all times. Reliable self-starter with excellent time management and interpersonal communication skills. Proficient in using Microsoft Office Word/Outlook/PowerPoint, SMART Board, and multimedia technology; type 50 words per minute (WPM).

RELATED EXPERIENCE

SWEETWATER COUNTY SCHOOL DISTRICT #2, Green River, WY | 2013 – 2014
Special Education Aide
· Provided full support for classroom teachers, including assisting with classroom work, activity setup/cleanup, and entering of student grades.
· Offered hands-on assistance and monitored students engaging in classroom work. 
· Communicated in conferences with case managers and teachers regarding student progress. 
· Exercised discretion in handling confidential information.

CARBON COUNTY SCHOOL DISTRICT #1, Rawlins, WY | 2012 – 2013
Substitute Teacher 
· Managed student learning in accordance with goals and directives of the school district. 
· Adapted teaching methods and instructional materials to meet students' varying needs and interests.
· Maintained classroom control and discipline plans while cultivating positive learning environments for students.

SWEETWATER COUNTY SCHOOL DISTRICT #1, Rock Springs, WY | 2011 – 2012
Substitute Teacher 
· Instructed students of all ages using various teaching methods, such as lectures, discussions, and demonstrations. 
· Collaborated with teachers, parents, and administrators to create the best learning environment for students. 
· Implemented effective classroom management strategies. 
· Upheld student and staff confidentiality.

[bookmark: _GoBack]DR. GLENN PARRY’S DENTAL OFFICE, Green River, WY | 2004 – 2006
Receptionist/Dental Assistant
· Provided office support by scheduling appointments, billing clients and insurance providers, and processing accounts receivables (A/R). 
· Assisted oral surgeon and dental hygienist with procedures/chair-side support and operated X-ray equipment.
· Interacted effectively with patients/the public. 

WESTERN WYOMING COMMUNITY COLLEGE, Rock Springs, WY | 2001 – 2003; 2005 – 2006
Student Worker
· Performed a number of administrative tasks, including filing paperwork, microfilmed student records into the college database, scanning and faxing documents, transferring calls, and taking messages. 
· Assisted students with registration and orientation processes. 
· Created and organized student records. 
· Worked with college database system for student applications and records. 


EDUCATION

Bachelor of Arts in Psychology, summa cum laude
Ashford University, Clinton, IA | 2012
Alpha Sigma Lambda, Golden Key National Honor Society

Associate of Applied Science in Human Services
Western Wyoming Community College, Rock Springs, WY | 2006
Dean’s List, Dean’s Honor Roll
