cathleen n. turner
2539513049
turnerc1@spu.edu
cathleen n. turner

 

Key Skills

· Office Administration: Extensive knowledge of administrative and clerical procedures including systems such as word processing, file/ records management that includes skills in effective utilization of business software.
· Communication Skills: Possess a variety of effective communication techniques that ensure professional relations. Interact positively with a wide range of people, and establish relationships based on respect.
· Team Leadership: Solid leadership qualities; able to schedule priorities and perform/delegate accordingly to effectively accomplish tasks at hand.
· Human Service: Possess a great understanding of the nature of human systems; individual, group, organization, community and society, and their major interactions.
· Professionalism: a wide variety of experience working with various businesses, and organizations. Working Conditions typical business office environment.  

Core Competencies

· Administrative Assistance

·   Clerical

· Human Resources

· Impact/Measurement

· Front Office Operations

· Client Service

· Customer Service

Education Background

	Bachelor of Political Science 
	September 2012-June 2016

	Seattle Pacific University, Seattle, WA
	


	High School Diploma
	June 2012

	Kentridge Senior High School, Seattle, WA
	


Employment History

Student Intern | Norm Maleng Kent Regional Justice Center, Prosecutors Office, Kent, WA
     
July 2011 – August 2012
Key Responsibilities: 

Assisted to the daily administration of the Domestic Violence unit, along with various projects in the PAO  office with roles:
· filing cases

· data entry
· King County databases

· copying/filing/scanning

· learning to organize/analyze case work

· listen and monitor 9-1-1 tapes

· clerical work-inner-office housekeeping

Student Office Assistant| School of Education, Seattle Pacific University, Seattle, WA
October 2012 – May 2013
Key Responsibilities: 
· Receptionist experience
· greeting: students, visitors, professors, SPU Staff/Faculty
· answering phone calls/responding to office emails
· scheduling appointments
· clerical work: housekeeping
· filing/copying/scanning
· Outlook, Windows 8, Word, Excel
Production Assistant (Work-Study)|Mass Mutual Investor Services, Seattle, WA
August 2013 – October 2013

Key Responsibilities: 

· assisted in preparing paperwork for clients
· process insurance policies and beneficiaries for clients 
· access to supervisor’s email/clientele/contact list 
· customer service experience: calling clients, taking/receiving messages for supervisor
· clerical work
· data entry: computer work: Microsoft Word, Outlook, Excel, databases, etc.
· file organizing
Impact Measurement Assistant|Treehouse, Seattle, WA
October 2013 – February 2014
Key Responsibilities: 
· data entry
· data organization
· project documentation
· Microsoft Word, Excel, Outlook, Sharepoint
· Administrative - Provide administrative support, assisting with maintaining department files and recording department processes.
Administrative Assistant/Document Specialist (Work-Study)| Mullavey, Prout, Grenley & Foe, LLP, Ballard, WA      

February 2014-April 2014
Key Responsibilities: 
· scanning, organizing files

· data entry
· clerical work: copying, house-keeping

· Microsoft Word, Excel, One Scan, databases, etc.

· mail distribution
· document review and organization, 
· file clerk responsibilities and various other duties designated by management and attorneys.
ADDITIONAL EXPERIENCE 

Sales: AVON Representative: (August 2013-Present)
Memberships and Affiliations

· ASB Class Secretary








2009-2010
· ASB Vice President








2010-2011

· SPU Intramural Women’s Basketball Coach






2012-2014

· SPU Spirit Crew Member








2012-Present

· Mosaic-Secretary/Treasuer







2013-2014

· ACF Manager









2012-Present

· SPU President Strategic Meeting Forum Member





April 2013

· BSU Member









2012-Present

References

 




Denise Wingo


Moss Adams LLP�Accounting Services Coordinator�206-302-6323�Denise.Wingo@mossadams.com





George Davenport� Attorney


George Davenport Law Offices�(206)-224-3507


george_davenport@hotmail.com


�


Niki Armatides�Director, Center for Learning�Seattle Pacific University


(206) 281-2492 �nikia@spu.edu





�





Ann Westberg


Regional Justice Center-PAO Office�Office Supervisor�ann.westberg@kingcounty.gov�206-205-7400
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