          DIANA DAVIS          5152 Buffalo Road          Erie, Colorado 80516

                Home Phone:  303-828-3362          Cell Phone:  720-839-8499

QUALIFICATIONS:

Extensive experience in Customer Service areas, including College course registration, assisting customers with idea actualization of art creations, picture framing and clothing selections, all involving purchase transactions; researching and providing answers to telephone and written public inquiries; professional telephone contact in the areas of Market Research; and assisting persons with disabilities to perform the activities of their daily lives. 
Clerical experience includes management of College Independent Study Programs, researching and drafting public correspondence, purchase and receiving of products, data entry into permanent record systems in the education, medical and retail fields, use of Microsoft Word and receptionist duties including telephone coverage and greeting the public.

Strengths include, a true enjoyment and dedication to assisting the public, accuracy and attention to detail and the flexibility to work successfully in various circumstances. 

EMPLOYMENT HISTORY:
Aspen Media & Market Research, Boulder, CO – Interviewer   2/06 – 1/13
Dillard’s Department Store, Longmont, CO – Sales Associate  8/05 – 1/06

Front Range Community College, Boulder Bookstore, Longmont, CO

            Sales Assistant II: Floor Manager   4/05 – 7/05 

Foley’s Department Store, Broomfield, CO and Hotel Boulderado Emporuim Gift Shop,

Boulder, CO – Sales associate   11/04 – 4/05

Manor Care, Boulder Community Hospital: Boulder, CO and Longmont United Hospital, Longmont CO – Certified Nursing Assistant   9/97 – 11/04 
Seasonal and Part Time employment while raising family   9/95 – 4/97     

Clifton Gunderson, LLC, Boulder, CO – Tax Season receptionist 

Leanin’ Tree Publishers, Boulder, CO – Christmas order data entry

Cloth World Fabric Store, Boulder, CO – Sales Associate   9/94 – 9/95

Raising family full time   7/82 – 9/94

University of Colorado Department of Continuing Education, Boulder, CO        

Administrative Clerk Typist; Registration Officer   8/79 – 7/82

Ball Aerospace Systems Division, Boulder, CO

Administrative Assistant; Mailroom and Publications   3/78 – 8/79

Boulder County, Boulder, CO   

Seasonal License Plate Renewal Technician   1/78 – 3/78   

Library of Congress, Washington, D.C.,

General Reference and Bibliography Division, 

Library Technician: Reference Assistant   12/73 – 4/77

EDUCATION: 

Miami University, Oxford     

Bachelor of Fine Arts   
