Gail Kurtz: Resume

GAIL KURTZ
Temporary:
Sisters, OR
541-588-6502
gkurtz11@gmail.com

OBJECTIVE
Obtain an administrative technical communications position
EDUCATION
Bachelor of Science
DeVry University, Schaumburg IL (on-line)					Graduated June 2013
· Program:   Technical Management
· Concentration: Technical Communications
· College:   College of Business & Management 
· GPA:   3.8
· Related course work:   Data Analysis, Principles of Business including SWOT analysis, Proposal and Grant Writing, Leadership and Management, Document Design

Associates Degree
Northcentral Technical College						Graduated May 2008
· Program:   Administrative Assistant
· Concentration: Business Technology
· GPA:   3.7
· Related course work:   MS Office levels 1&2, Integrated Applications, Written Communications, Accounting Fundamentals, Business Finance, Information Storage Management 

APPLICABLE CAREER EXPERIENCE
Quality Cellular Inc., Verona, WI
Clerical Assistant								   Aug 2008-July 2009
· Performed contract research
· Served as communication between retail store managers and the Corporate Office
· Researched point-of-sale transactions and disputed unrebated equipment sales
· Frequently used applications
· Retail Management, Retail IQ on-line
· MS Outlook, Word, Excel including v-lookup, csv text files import
· OutPerform and AIM

FiservHealth/United Health, Wausau, WI
Training & Development Clerical Assistant				           March 2007-May 2008
· [bookmark: _GoBack]Scheduled classes and reserved conference rooms
· Supported in-house and remote Trainers 
· Maintained Team email box and Web site
· Created  and  distributed on-line surveys
· Generated, compiled, and distributed reports
· Worked with the Printing Department and vendors to maintain curricula inventory
· Frequently used applications
· MS Word, PowerPoint, Outlook, Excel
· Vovici on-line survey tool and report generator
· LotusNotes
· Web site editors
· Remote meeting tools WebX, Captivate-(occasional use)

PART-TIME AND TRANSITIONAL EMPLOYMENT
Sisters Vacation Rental
Support Staff									   May 2012-Current
· Vacation home cleaner
· Document development

Department of Commerce, United States Census Bureau 
Enumerator-Sisters Oregon							   May 2010-Dec 2010
· Interpreted geographical maps and located addresses
· Interviewed home owners at home and by phone
· Documented and submitted reports

HIGHLIGHT OF TRAITS AND SKILLS
· Individual initiative
· Problem Solver
· Good organizing and time management skills
· Office, writing, and documentation design skills
· Dedicated team player
· Creative and analytical

*Also available is a school projects portfolio, transcripts, and full employment list with gap explanations
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