RESUME
Rhonda L. Balsamo

PO Box 1106, Lyons, CO  80540

303-817-0062    balsamor@ymail.com
I have a very diverse work & volunteer history.  I am organized & detail-oriented.  I can create accurate reports using various data sources. I’m always busy, so I’m committed to multi-tasking, & prioritizing commitments.  I learn fast & am quite curious.  My English & communication skills are top-notch.  I enjoy working with others, particularly animals & children.  I have worked with many data entry, government A/P, database, newspaper & magazine typesetting/formatting, spreadsheet, bookkeeping & word processing programs.  I have a phenomenal memory.

WORK HISTORY – FULL TIME
08/2011-Present  Bloomin Art, Inc.:  Create & assemble innovative products for local, national & international enterprises.  Update product catalogs & website with eye-catching designs & whimsical descriptions.  Keep accurate records of product inventory, individual job tracking, labor costs, etc.
04/2000-08/2011  Mailgraphics, Inc.:  Entered & analyzed survey data for nation-wide businesses.

04/1985-04/2000  Boulder County Parks & Open Space:  Marketed, contracted & managed year-round events at the Fairgrounds.  Prepared budgets, reports & A/P records.  Supervised three administrative & seven maintenance employees.  Customer service was on a full-time basis, even during my off-time hours.
06/1981-04/1985  Soldier of Fortune Magazine:  International dealer/customer representative.  Also proofread articles & advertisements & kept to a strict production schedule.

WORK HISTORY – PART TIME
1992-Present  Breed & train African grey parrots & German Pointer hunting dogs.

1988-Present  Teach beginner & intermediate piano & music theory.
04/2000-12/2010  Andrea’s Restaurant:  Hostess, server, bartender, & A/P clerk.
01/1984-04/2000 Lyons/Berthoud/Niwot Recorder Newspapers:  Edited & typeset articles & advertisements.  Covered & wrote sports articles.

03/1982-01/1984  Carmel House:  Assisted developmentally disabled adults learning to be self-sufficient.  This included teaching them about budgets, some bill paying, bus travel, work schedules, shopping, menu planning, & meal preparation.

VOLUNTEER HISTORY
2002-Present   Children’s story-telling at Lyons & Longmont libraries.

1998-2001  English tutor for Lyons High School students.  Participated in a program to ensure that students were comprehending curriculum books.
1994-2000   President & Secretary of Lyons Youth Baseball & Softball Association.  Attended meetings

& coordinated fund-raisers, kept accurate rosters & player information, maintained schedules for games & fields, kept score during games.

 EDUCATION

1978-1981 University of Maryland.  English & History major.

1974-1978  Mount Hebron High School.  Excelled in business, English, psychology, sociology, history, Spanish & French.

