tracy brewer
tqbrewer@fs.fed.us
brewertracy45@yahoo.com
brewertracy65@yahoo.com
(605) 269-1925
	Experience

	
	Office Automation Clerk US Forest Service
01/2012- Present
Collection Officer
Sale different products for Black Hills Parks & Forests Assn.
Sale Off Road Permits, Timber Permits, Recreation Passes
Answer the telephone adequately
Customer service
Helps the public
Filing 
Stores data in Excel
Office Administration Vocational Training Program Boxelder Job Corps, Nemo, SD
10/2010 – 2/2012
Customer service, interpersonal, and organizational skills
Microsoft Office/internet
Efficient telephone, filing, and typing skills
Completed more than 300 work based learning hours
Administration receptionist – took and transferred all incoming center phone calls and provided general assistance to administrative staff/visitors
Education receptionist - took incoming calls, assisted principal, and completed other duties as assigned
Completion of workstation management and safety training
Basic business math and English skills
Business reports and documents (itineraries, agendas, and reports)
Filing and record keeping (checkbook, gross pay, invoices, petty cash, and counting currency)
Virtual Learning Center experience including skills with computing fundamentals, applications, and living online
Skills in office procedures such as phone etiquette, managing appointments, mail handling, scanning, inventory, and copying/faxing
Assisted instructor- assisted with phone calls, filling, grading, setting up work base learning schedule for students, and other assigned duties

	
	Wild land Firefighting Training Program
Boxelder Job Corps, Nemo, SD 
03/2011 – 2/2012
S 190 Wild Land Fire Behavior Certificate
S 130 Firefighting Certification

	
	General Labor
Target, Cheyenne, WY
08/2010 – 10/2010
Stocked shelves
Operated cash register
Unloaded and sorted freight

	Education

	
	Boxelder Job Corps
Nemo, SD
GED – 11/2011 
Currently attends Ashford University

	Awards/activities

	
	Boxelder Job Corps 
Nemo, SD
Vice President of Dorm 2
Excelled in residential, education, and vocational fields
Supervised and kept order of more than 50 students
Always on time and brought great ideas to the lodge
Student Leader of the Month & Center Leader of the Month
Recognized for displaying exceptional leadership skills and abilities
Completed NSC Defensive Driving Course 9th Edition on 2/6/2012
Completed Fy2012 USDA Information Security Awareness Training(PDF) on 3/1/2012
Completed FS-1300 Performance Management for Employees and Supervisors on 3/1/2012
Completed NARA Records Management for Everyone on 3/2/2012
SKILLS
Team player
Effective communication skills
Detail oriented
Self-starter
Quick learner
Take direction positively
Goal oriented
Optimistic
Work well under pressure
Strong work ethic
Good listener
Mathematical skills
Ability to multitask

	References

	
	John Wolfe - Office Administration Vocational Instructor
Boxelder Job Corps
(605) 348-3636 ext: 1142636
Dr. Rick Hodges – OBY
Memphis Medical Hospital
(901)230-7235 
Carla Turbiville – Support Specialist
USDA Forest Service
(605)642-4622
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