Cynthia D Stuhlman
S Breckenridge Ave • Palmyra, MO 63461 • (573) 248-4585 • cds314@charter.net
Objective
	 
	To use my organizational, computer and communications skills in a manner that fits varied clerical or administrative positions




Work Experience

	09/2005 - 09/2013
	Cornerstone Church of Marion County, Palmyra, MO

Web Master- computer tech consultant
Design, upload and maintain web site for Cornerstone Church of Marion; manage email accounts associated with web space; update on line calendar of events; troubleshoot and resolve varied technical computer related difficulties; maintain and service facility computers.

Church Office: 573-769-0183
Salary: $50 per month


	02/2008 - 09/2009
	Steinbrueck Chiropractic Health Center, Palmyra, MO

Receptionist
Scheduled new and existing patient appointments, communicated pertinent information concerning insurance policy changes, managed payments for services and supplements sold at the center, filed and kept up to date patient files, handled mail and packages received at the center and calculated end of day receipts.

Dr. Randy Steinbrueck-573-769-3308

Salary: $7.50 per hour


	02/2008 - 04/2008
	University of Missouri Extension Marion County Office, Palmyra, MO

Temp Secretary
Handled all phone calls coming into office for extension agents using multifaceted phone system; processed various types of documents in Microsoft Word; Excel and Power Point; assisted in the writing/copying/folding/labeling/mailing of 4-H newsletter to entire Northeast Missouri counties; knowledgeably operated a wide variety of office equipment including but not limited to: computers, a variety of copiers, and folding machines; directed all aspects of Extension Office services like: soil sample equipment rental, selling of local county maps and distributing the many informative pamphlets the Extension office provides.

Extension Office: 573-769-2177

Salary:$8.00 per hour


	01/2002 - 08/2005
	Cornerstone Church of Marion, Palmyra, MO

Secretary
Designed and distributed monthly newsletters, bulletins, and annual directories; processed various documents in Microsoft Word, Excel, and Power Point; operated copiers and printers; compiled information for mailings and directories.

Church Office:573-769-0183

Salary: volunteer




	03/2012-
11/2012
	Palmyra Park District

Landscaping

Responsible for the care, maintenance, and planting of plants in 

downtown planters, Flower City Park, Palmyra Sign on Hwy 61, 

and Big Spring Park.    

Parks & Recreation Office (573)769-9534 ask for Doug Meyers
Salary: $8.00 per hour



Education

	1986 - 1988
	Gem City College, Quincy, IL  
Business Administration  GPA: 3.8



	1982 - 1985
	Northeast Missouri State University (Truman), Kirksville, MO  
Elementary Education  GPA: 3.0



	1979 - 1982
	Palmyra High School, Palmyra, MO  



Skills

	 
	· excellent with communications of all forms 

· proficient in navigating and implementing a wide variety of software on computer systems

· posses a high aptitude for learning computer software

· knowledgeable on design and development of web sites




References

	
	Mary Smyser: PROJECT DIRECTOR, FMP, MARION COUNTY, NE                  
                     REGION.       Phone: 573-769-2071
Kathy Bridgman-Receptionist CCM Ministries
                     Phone:573-769-0183
Deena Pier-Palmyra City Clerk
                     Phone: 573-769-2223


