PATRICIA  MELOSH
(303) 487-9127

pmelosh89@gmail.com
Summary of Qualifications
Administrative support, clerical front office professional, nine years experience.

 MS Office 2010. Certified teacher, trainer to science teaching staff. 
EXPERIENCE
National MS Society, Temporary Receptionist



2012 – Present
Front office customer care and light clerical; multi-line phones. Greeted visitors, maintained security log. Routed packages, faxes. Promoted from volunteer reception.

Kelly Services, Test Evaluator, Longmont, CO



2012 – 2014
Denver Public Schools, Teacher, Denver, CO



1999 – 2011

Taught elementary 1-4, Math and Science Intervention. Prepared memos, worksheets, lesson plans, entered grades, MS Office 2007.  Trained teachers in Science Program as professional development facilitator.

Target, Guest Services Team Member/Cashier Colorado and Tennessee
1995 – 1999

Provided customer service and problem resolution.

University of Tennessee, Math Department, Office Assistant 

1987 – 1994

Knoxville, TN




Dr. Malencik, DDS, Office Assistant, Northglenn, CO

Greeted public, pulled files, made copies, faxes, answered phones, prepared and distributed mail. Typed insurance forms.
VOLUNTEER EXPERIENCE

National MS Society, Volunteer Front Desk Receptionist, Denver, CO
2012 – Present
Front office customer care and light clerical; multi-line phones.

Girl Scouts of Colorado, Volunteer Trainer, Denver, CO


2012 – Present
President, Rocky Mountain Chapter, 





2011 - Present

University of Tennessee Alumni Association.

EDUCATION
M.S. Curriculum and Instruction, B.A., Liberal Arts





