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Mary K. Hunter

	Summary of qualifications

	
	· Excellent coordination skills

· Detail oriented and highly organized

· Excellent customer service skills

· Fast learner

	Professional experience

	
	George Washington High School,              Denver, CO.                                                     August 1994-May 2008

Denver Public School Bookkeeper II                                                                         

· Maintained a complete set of records to show financial transactions, including accounts payable and/or accounts receivable

· Maintained cash books, trial balances, daily journals and ledgers

· Prepared bank deposits, disbursement vouchers, customer statements 
· Ordered materials and maintained inventory.

· Examined and verified data

Denver Public Schools,                              Denver, CO.                                                      August 1980-July 1994
Data Processor I/DoTS Test Processing                                                                                      
· Trained all new personnel

· Organized district wide pupil testing materials, including ALPAS, promotional standards, and ITBS

· Collaborated with principals, teachers and parents to solve problems and research test scores

· Ordered and maintained materials for several departments and Denver Public High Schools

	Education

	
	Emily Griffith Opportunity School            Denver, CO.                                                                         May 1980
Office Work Certificate                                                                                                
Manual High School,                                  Denver, CO.                                                                        May 1971

High School Diploma                                                                                   

	Volunteer experience

	
	Denver Urban League

· Assist single mothers and fathers with re-entry into work field

	Awards received

	
	Heritage Award for changing integrity of lifestyle for self and children




References available upon request


