Anjanette Mapp
324 East 112th Drive
Northglenn, CO 80233-3018
(303) 452-4808 (Home) (720) 375-0921 (Cellular, Preferred)
jenniem159@yahoo.com

	Summary of Skills
	•	Typing speed 80 wpm.

•	Extensive experience with reception and various general office tasks.

•	Extensive experience in Macintosh and PC hardware/software troubleshooting and support.


	
	•	Extensive experience with all phases of desktop publishing/digital pre-press, including use of a flatbed color scanner.

•	Technical writing and editing experience.


	
	•	Experience in mail list processing with knowledge of postal regulations. 

	
	
Software includes:
•	Microsoft Office: Mac/PC (Versions 2010/2011; includes Word, Excel, Access and PowerPoint).
	Production of reports, correspondence, flyers, charts, graphs, spreadsheets with reference links, and presentation materials, including overhead transparencies and on-screen productions.

	
	•	Quark Xpress /Adobe InDesign CS5.5
	Manuals, reports, flyers, book-length documents, other presentation materials, newsletters.
•	Adobe Illustrator
	Charts and graphs, illustrations for publications, flyers, invitations, other graphic arts applications.
•	Adobe Photoshop
	Scanning, manipulation, and correction of scanned images; creation of original bitmap images, other pre-press applications.
•	Clarify
	Portal for entering and responding to requests for computing support
• 	Dreamweaver	
Web page creation
• 	SmartAddresser 5	
Mail list and database management


	Work
Experience
	Colorado Litho, Inc						Westminster, CO
[bookmark: _GoBack]August 2011–Jan 2012
Data Specialist
	Duties include: Phone and visitor reception duties, general clerical duties in support of Sales team, backup of Shipping Department, reconciling postage account, processing and distributing incoming mail, ordering paper, presenting invoices for payment, filing documentation, processing of mail lists for bulk postal mailing, creating variable layouts in MS Word and Adobe InDesign for printing equipment, other duties as assigned.





	
	Clear Creek Consulting						Louisville, CO
March 2011–July 2011
Leads Assistant
Location: Leads Department
	Duties included: Researching sales leads via the Internet and proprietary databases, backup of receptionists of high-volume, multi-line phones and visitors, data entry in MS Excel and Access, other clerical duties in support of Sales and Services teams as assigned.


	
	University of Colorado at Boulder				Boulder, CO 
July 2004–August 2008
Outreach Coordinator/Graduate Assistant
Location: Department of Physics
	Duties included: General office duties (filing, faxing, photocopying, correspondence, etc); graduate admissions processing, assisting with recruitment of prospective graduate students, maintaining student and project files, advising graduate students, sophisticated and extensive desktop publishing for department, website development and maintenance for department, event coordination of recruitment events for department, developing and maintaining client databases, managing payroll using PeopleSoft for ~45 teaching and research assistants, other tasks as assigned. 


	
	University of Colorado at Boulder				Boulder, CO 
August 1999–July 2004 
Graduate Assistant/Departmental Event Coordinator
Location: Department of French and Italian
	Duties included: General office duties (filing, faxing, photocopying, correspondence, etc); graduate admissions processing, maintaining project files, advising graduate students, serving as liaison to the graduate school, sophisticated and extensive desktop publishing and editing for department, event coordination for department, developing client databases, handling publicity, other tasks as assigned. 


	


	University of Colorado at Boulder			Boulder, CO
August 1997–August 1999
Administrative Assistant II
Location: Department of Spanish and Portuguese, McKenna 126
	Duties included: General office duties, editing documents, providing computer technical support to faculty, staff, and students within the department, recommending purchase of software/hardware, reception of visitors and phone, use of Student Information Services to assist students, maintaining project files, coordinating mailings and client databases, duties related to undergraduate grades and faculty course evaluations, other clerical tasks as assigned.


	Volunteer Service
	Goodwill Industries of Denver				Thornton, CO
August 2010–February 2011
	Services provided: Assisting in maintaining store appearance by straightening disordered clothing; performing light cleaning duties, answering customer inquiries, stocking shelves with new donations, other duties as assigned.


	Education
	Bachelor of Arts, Anthropology
University of Colorado—Boulder, CO 

Additional graduate study in Cultural Anthropology
University of Colorado—Boulder, CO



