Debbie A. Gallegos
1532 Lashley St., Longmont, CO. 80504, 720-250-8857
______________________________________________________________
         
Experience:       
Times-Call Publishing Corp. - Longmont, Colorado  
Employed from - 10/1992 to 4/2011
Job Description - Data Entry

Duties – All data entry for accounting, advertising, page layout, press setup.
Creating editions, approvals in a fast paced publishing environment, which I worked with deadlines, print manifests, client communications, switchboard as well as general secretarial functions as needed. Interdepartmental communications on a daily basis and handled multiple software programs required in the above processes.  Provided ongoing job training for newer employees, and I have experience with a variety of software programs, including Microsoft Office Word, PowerPoint, Excel and Access.

Education:

Front Range Community College – Longmont, Colorado
Medical Terminology –9/ 2012
Basic Composition Writing – 9/2012
PC Applications – 1/2013
Compress Pre Alga w/Basic Math – 1/2013
English Composition I – 1/2013
Drawing I – 1/2013
Humanities: Early Civic –6/2013
Mixed Media Painting – 6/2013
Boulder Valley Area Vocational Technical Center – Boulder, Colorado
Computer Operations
   Dates Attended – 5/1990 to 5/1992
   Certificate Issued – 472 hours
Data Entry Operations
   Dates Attended – 5/1990 to 1/1992
[bookmark: _GoBack]   Certificate Issued – 141 hours
Accounting
   Dates Attended – 5/1990 to 1/1992
   Certificate Issued – 141 hours
St. Vrain Valley Adult High School – Longmont, Colorado
Course of Study – General
  Dates Attended – 3/1982 to 3/1984
  Graduated – Diploma Issued 

