
Mary T. Goodwin
9830 Camino Villa, Apt 1116
San Antonio, TX 78254
928-699-8968
goodwinm03@earthlink.net


Education:

Northern Arizona University – BS Sociology -2009
Kaplan College – Paralegal Diploma Program - 1999	
De Anza Junior College - Behavioral Science AA Degree -1981
Fremont High School - Sunnyvale, California, 1975

Work Experience:

     VIP Staffing/ –February 1, 2012 - Current
      17605 IH 35 North, Schertz, TX 78154 (210) 892-0564
     Order Entry Clerical Assistant

     Northern Arizona Investigations – July 6, 2009 – February 25. 2011
412 Old Munds Highway, Flagstaff, Arizona 86002    (928) 779-2823
Office Assistant
Data entry, work orders and certificates of service to be filed with the Court. Other duties include accounts receivable, daily pick up and distribution of mail and checks, answering client and vendors inquiries over the phone, and trips to the Court to file and pickup documents.	

November 20, 2006 – August 22, 2008
State of Arizona, Department of Child Support Enforcement
2323 N. Walgreen’s, Suite 100, Flagstaff, AZ 86004 (928) 527-0924
Child Support Enforcement Officer II
Assist clients in establishing child support court orders, enforcement of 
Orders, heavy phone contact with clients, working with confidential documents and records, and working within State regulations.

March 11, 2002 – November 17, 2006
State of Arizona, Camp Navajo Arizona Army National Guard      
#1 Hughes Avenue, Bellemont, AZ 86015   (928) 773-3293
Programs and Projects Specialist:
Responsible for verifying payroll, State shipping, receiving, Navy purchasing of consumable supplies, all office supplies for the facility, maintaining and implementing policy for all state (DEMA) property records, licensing of state vehicles, and six separate onsite inventories.

August 23.1999 – January 18.2002
Graves Butane Co. Cornerstone
8901 N. Highway 89
Flagstaff, AZ  86004   (800) 299-3101 
Customer Service Representative-Data entry, bookkeeping, cash sales

September 1996 – May 1998
Staples Inc., 1950 Countryside Drive, Turlock, CA 95380   (209) 632-2209
Sales Associate Office Supplies– Maintained inventory control procedures, direct consumer service


July 1983 - September 1985
Housing Authority of the County of Monterey 
123 Rico Street, Salinas, CA  93907       (831) 424-2892    
Accounts Payable Clerk –Reconciliation of bank accounts, processed checks, bonded employee.

September 1981 - June 1983      
Couroc of Monterey, Inc. Accounts Payable - Payroll, 2100 Garden Road Monterey, California 93940 - Processed payroll checks for all hourly employees. Maintained company expense reports, computer records, freight account and the issuance of checks. 



July 1980 - August 1981
Syntex Corporation, 3401 Hillview Avenue, Palo Alto, CA 94303
Legal File Clerk Trademarks Department-Maintained files oversea associates

June 1978 – May 1980
Digital Equipment Corporation, 2525 Augustine Drive, Santa Clara, CA 95051
Educational Services Department – Order Processing Clerk
Maintained confidential customer lists, financial records, billing and contact rates. Bonded, made department deposits.  

February 1977 – June 1978
Atari, 1195 Borregas, Sunnyvale, CA 94087
Inventory Control Department – Inventory Control Clerk
Monitored daily inventory movement, issued computer readout.


Organizations:
 
Court Appointed Special Advocate, CASA Program, since 2000
Disabled American Veterans Auxiliary – Life Member
Golden Key International Honour Society – October 2006
Sigma Alpha Lambda – January 2006 
Phi Kappa Phi-April 5, 2008


Certifications:

Basic First Aid – June 10, 2009 through June 10, 2012
Fingerprint Clearance Card –Level One Clearance
Issued July 25, 2009 through July 16, 2015

