Janice K. Arn

3795 N. Navajo Dr.

Prescott Valley, Az.  86314

928-899-8470

Abbey21309@live.com

Objective

To obtain gainful employment with The City of Loveland in a position that would allow me to  be an asset to your company as well as  utilize my knowledge, skills and abilities.
Qualifications

I have experience with computers, various office machines, answering multi-line phones and assisting administrative personnel as well as teachers with day to day responsibilities. I have health experience including vision and hearing testing, blood pressure checks, heights and weights, use of School Master and ASSIS health site. I have about a year of tutoring an autistic student. 

Education

Coachella Valley High School









1967-1971

General Education with Business Emphasis

Work Experience

Office Assistant







 05/07-10/13
Yavapai Accommodation School District




Prescott Valley, Az.

Filing, use of various office machines, multi-tasking, answering multi-line phones and ran various office reports including attendance, mileage, and progress reports.  Creative abilities include developing and producing graduation announcements, business cards, yearly student and staff calendars, diplomas and assembling student notebooks.
 I was the school librarian, maintained student medical charts, used the ASSIS medical website for vaccinations, responsible for the duties of vision and hearing, heights, weights and BP testing on the students, assisted with inventory, student parking permits and key log. I maintained supplies at the school and the office, responsible for distribution of incoming mail, ordered supplies for the school, minor maintenance repair and janitor duties.   I had the responsibility of tutoring an autistic student and assisted the registrar, principal, teachers and counselor when needed on a daily basis. I have excellent communication and interpersonal skills including students, school personnel, Parole Officers and all incoming guests to the school.
Health Assistant







08/04-05/07

Yavapai County Education Service Agency




Prescott Valley, Az.

Data entry, answering phones, running of reports, use of various office machines, multi-tasking, organizational skills, assisted with heights, weights, vision, hearing and blood pressures and helped with vision and hearing and immunization clinics.  Filing, excellent communication skills, created forms for different purposes, traveled from school to school in the county, excellent interpersonal skills including students and school personnel.

Records Clerk/Certified Nutrition Worker




09/01-08/04

Yavapai County Health Department





Cottonwood, Az.

I have experience in data entry, filing of confidential patient records, creating new medical charts, answering multi-line phones, use of various office machines, and lab duties including heights, weights, and hemoglobin testing.  I utilized my excellent customer service and organizational skills, multi-tasking and responsible for ordering for the department.

Certified Nutrition Worker






04/00-09/01

Mohave County Health Department





Kingman, Az.

I was responsible for answering phones, data entry, and laboratory duties including heights, weights and hemoglobin testing. I was accountable for recording of patient data, created new medical records, use of various office machines, organizational skills, multi-tasking and customer service. 

Additional Accomplishments (certificates)

Nonviolent Crisis Intervention Course





6-27-2000

Discrimination, Harassment and the Hostile Work Environment


9-29-2000

Professional Growth and Development   ESA 




8-03-2009

Professional Growth and Development NAEOP



4-24-2010

Professional Growth and Development ESA




8-02-2010

References Available Upon Request
