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	Loua Louise Clair

	
	

	Experience
	2002 – Present
	       Self-Employed
	Westminster, CO

	
	Freelance Editor/Proofreader/Writer
· Edited and proofread booklets, manuals, manuscripts and school papers
· Transcribed recordings from compact discs and online downloads to Word documents
· Conducted face-to-face and phone interviews with authors
· Researched online to verify author facts and information for book manuscripts
· Compiled and organized information into book form
· Wrote book manuscripts for publication using Word

	
	2006 to 2007
	[bookmark: _GoBack]Complete Printing Solutions
	Wheat Ridge, CO

	
	Customer Service Assistant
· Greeted and assisted customers with printing needs (i.e. fax, copy, laminate etc.)
· Filled large print orders and created customer invoices
· Answered phone and contacted customers regarding their print orders
· Worked the cash register
· Created business cards on computer, performed data entry

	
	1999 - January 2002
	Gifts Éclair
	Westminster, CO

	
	Owner
· Sold merchandise to customers using a catalog and website
· Input business data on computer using Excel 
· Filled and shipped out customer orders
· Recruited sellers for catalog business

	
	June 1996 to July 1997
	Grace Christian Center
	Wheat Ridge, CO

	
	Secretary
· Answered incoming calls and made appointments for pastor
· Performed data entry and light accounting work
· Handled incoming and outgoing mail
· Greeted visitors and managed office

June 1994 to May 1996                 Marilyn Hickey Ministries             Greenwood Village, CO
Secretary to the Prayer Center Administrator
· Answered phones  and handled mail for the administrator and prayer center
· Input data on computer
· Compiled a daily script for the prayer center from prerecorded television programs

Prayer Warrior/ Call Center Customer Service
· Handled multiple incoming calls 
· Input data on computer
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	Loua Louise Clair

	
	

	Experience
	March 1993  – April 1994
	Image Checks, Inc.
	Denver, CO

	
	Administrative Assistant
· Entered data  on computer for customer orders
· Answered the phone and made follow-up calls to customers
· Handled incoming and outgoing mail
· Followed–up with check production company on customer orders
· Maintained home office for company owner

	
	January 1992 – December 1992
	Information Handling Systems, Inc
	Englewood, CO

	
	Information Specialist I
· Sorted documents for data entry
· Entered data on company computer system
· Filed hard copy of documents at company storage library


	
	June 1991 – September 1991
	Carroll Office Supply
	San Diego, CA

	
	Customer Service Assistant
· Greeted customers and assisted them with office products 
· Worked register 
· Sold office products to customers using a catalog
· Answered incoming calls and made follow-up calls  to customers
· Stocked and ordered products to fill shelves

	
	
	
	

	
	

	Education
	01/1989 to 05/1991
	Hanover College
	Hanover, Indiana

	
	Bachelor of Arts in Communication

01/1986 to 05/1988                                 Am. Samoa Com. Col.                           American Samoa
Associate of Arts in General Education

	
	

	References
	Vincent Cobb                    6328 W. 69th Ave., Arvada, CO 80003            303-912-3799                                       
Hannah Simpsons            6410 Secrest Ct., Arvada, CO 80007             720-301- 9076
Ron Simpkins                   1185 S. Utica St., Denver, CO 80219             720-933-3713
Sydney Eitel                     1019 Lamar St., Lakewood, CO 80214          720-732-3316                                          



	
	





