Kenneth R. Kirkland
60 John Tillinghast Road
Greene, Rhode Island 02827
H: (401) 397-6460, C: (401) 580-5322
krk1221@hotmail.com


OBJECTIVE:	I am a mature and hard-working full-time college student seeking a more challenging and satisfying position within the public sector where I can more effectively utilize my ability to critically think and learned skillset in the field of public administration, all while attaining valuable career experience for the future.	
EDUCATION:  			

Fall 2014		University of Rhode Island – Providence, RI
(Anticipated)		Masters of Public Administration (M.P.A) Program
			Graduate Certificate
· Planning
· Labor Relations			

Fall 2009– 		Rhode Island College – North Providence, RI
Spring 2014 (Grad) 	B.A. in Political Science
	B.A. in Public Administration 
	 
2005 – 2009		Coventry High School – Coventry, RI
			General Education Courses
			Diploma Awarded, Top Third of Class 

AREA OF SKILLS:	

			Certifications:
· Medical Terminology – Awarded March 2013
· [bookmark: _GoBack]Basic Life Support-Healthcare Provider – Awarded January 2014

Administrative Skills:
· Microsoft Office 2010
· Excellent computer literacy
· Excellent typing skills – 35-40 WPM
· Excellent writing and report-making skills
· Excellent telephone skills
· Excellent verbal and auditory communication
· Will be a notary public when personal funds are available 

			Monetary Skills:
· Proficient money handling skills
· Quickly and accurately count large sums of money
· Accurately calculate sums, differences, products, percentages mentally
Warehouse & Distribution Skills:
· Two years pallet jack experience
· Forklift experience but never certified by supervisor
· Two years’ experience of stock rotation and organization
· Able to lift 50+ lbs easily and regularly
· One year working experience of custodial duties including wet/dry mop, industrial cleaning chemicals and solutions, vacuuming, sorting recycles and garbage, and related tasks 
			
			Miscellaneous Skills:
· Detail-Oriented
· Team-Oriented
· Neat & Organized
· Self-Starter; can work under minimal or no supervision
· Calm and professional under pressure
· Dependable and reliable
· Able to keep up in fast-paced environment
· Willing and able to quickly learn new skills
					 					 	
EXPERIENCE:	

August 2013-		Department of City Planning – Cranston, RI
Present		Supervisor: Jason Pezzullo, 1-401-780-3137
			Intern
			Assist the Principal Planner with daily work load, and currently I am working on a project which involves creating an audit of the Capital Budget and Improvements Program for the City going back to FY 2005. I use my Microsoft Office skills to create a multi-book spreadsheet cataloging the approved funds for various City Departments going back ten years which will be used by the Mayor, Planning Commission, and City Council during the program’s audit.          

December 2012-	The Miriam Hospital – Providence, RI
October 2013		Supervisor: John Hall, 1-401-793-7111
			Central Transporter
			Transport patients throughout hospital to scheduled appointments in test sites, for discharge, and taking the patients from test sites back to rooms. Transport biological specimens, patient files and records, and other materials to appropriate departments as required. Assist hospital staff as necessary. 

January 2012-	Coventry Public Schools – Coventry, RI
September 2012	Supervisor: Harry Edmiston, 1-401-649-1065
			Custodian	
Open the building every morning and deactivate alarm system. Unlock and open all perimeter doors and necessary interior classroom doors. Clean, sweep, empty trash cans, dry mop and spot mop as necessary in my assigned work area. Properly dilute and mix industrial cleaners and solutions according to safety regulations and use according to need, assist with any deliveries that may arrive throughout mornings and deliver them to the proper personnel. Assist faculty and staff as necessary and other duties as assigned by the building’s Head Custodian.

May 2011-		GTech Corporation – Coventry, RI 
July 2011		Supervisor: Bob Rossi, 1-401-392-1000
			Assemblyman
			Install electrical wiring components on self-service lottery ticket machines while maintaining nightly line production quota and product quality standards.  

October 2010-	Department of Planning & Development – Coventry, RI
December 2010	Supervisor: Gail Hardink, 1-401-822-6246
Intern
			Worked with the CDBG Program Coordinator to organize and condense program files, checked expenses on Town Expenditure Sheet and cross-referenced with previous coordinator’s spreadsheet to check for accuracy, contacted program and non-program contractors to see if they were interested in either continuing or joining the CDBG Program, assisted the Town Zoning Officer with various tasks including Zoning Violation Inspections and assisted the Department Director with computer tasks, as well as be of general assistance to office personnel.

OTHER QUALIFICATIONS:
I am a four-year graduate of the RI-081 AFJROTC. During my high school career, I was an active member of the Unit and implemented many changes and improvements that are still in use today. As the Unit’s Training Officer, I created a Master Roster using Microsoft Excel to record cadet uniform grades and improved the individual Cadet Uniform Grading Sheets using Microsoft Word. As the Unit’s Executive Officer, I was integral in the Unit achieving an exemplary grade in its formal review by AFOATS, the division that oversees all Air Force JROTCs in the nation. I also received a personal, verbal commendation by the Examiner Colonel for my work as the Executive Officer and for the presentation of my duties as the Executive Officer using Microsoft PowerPoint. As the Unit’s Vice Commander, I once again used Microsoft Word to create official letterhead for every staff officer’s required paperwork.  
    
AWARDS:

	National Society of Leadership and Success
	Veterans of Foreign Wars Award
	National Society of High School Scholars
	Kid’s Consortium Award
	National Reserve Officers Association

	January 2012
	April 2009
	April 2009
	April 2009
	April 2008




REFERENCES:
			
			Harry Edmiston, 1-401-649-1065
			801 Read Schoolhouse Road, Coventry RI, 02816
			Head Custodian, Washington Oak Elementary School
			Known for: 1 Year
			
Steven G. Buteau, Colonel, USAF (Ret.) 1-401-822-9499
			40 Reservoir Road, Coventry RI, 02816
			Senior Aerospace Science Instructor, Coventry High School
			Known For: 3 Years

			Dolores O’Rourke, NBCT, 1-401-828-1697
			40 Reservoir Road, Coventry RI, 02816
			Chief Librarian at Coventry High School
			Known For: 4 Years
		
Roberta Wood, 1-401-397-2353
			685 Hammet Road, Coventry, RI 02816 			
			Known For: 20+ Years














I AM: 
· HARD-WORKING; 
· MATURE; AND,
· A COLLEGE GRADUATE,
· WITH TWO (2) 	DEGREES!
I AM NOT:
· LAZY;
· DISRESPECTFUL; OR,
· USELESS.


PLEASE HIRE ME.
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