KIMBERLY M. MCELROY

6026 S. Calle de la Rosa• Hereford, AZ  85615 • 520-378-9362/cell 520-559-2135

Qualifications
Excellent attention-to-detail, typing speed 45-55 wpm, quick learner, flexible, excellent written and verbal skills, strong math, science and organizational skills, familiar with Microsoft Office Suite software programs. A university graduate with a Bachelors of Science in Biology and a minor in Chemistry.  Experience with policy and procedures in Microbiology, Chemistry, Entomology, Parasitological and Immunology labs.
Professional Experience
Bisbee Office Clerk  	     				September 2012 - Present
Sierra Vista Herald/Bisbee Daily Review, Bisbee, AZ
· Performs customer service for Sierra Vista Herald and other bureaus including payments for subscriptions, classified ads, daily sales deposits and public notices.
· Collects and transcribes letters to the editor and all information regarding arrests/sentencing, marriages/divorces and births/deaths in Cochise County, AZ.
· Gathers and reports all problems dealing with newspaper circulation.

Forestry Aid GS – 0462-2/1			June 2009 – August 2009
USDA, Regional Forester Region Three, Coronado National Forest
Sierra Vista Ranger District, Fort Huachuca, AZ
· Communicated between fire retardant flight crews at USDA air base and headquarters via radio concerning flight times, payments and refueling.
· Developed and maintained an organizational database of personnel files for employees within the Coronado National Forest and surrounding districts.

Research Assistant				December 2007 – October 2008
Northern Arizona University, Flagstaff, AZ
· Worked under the guidance of Professor Catherine Gehring within a fungal lab.  
· Studied mycorrhizal fungi and their relationship with the northern Arizona plant life. 
· Cultured fungal samples in a sterile environment using aseptic technique and imputing all data acquired on a daily basis.  
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Volunteer Work
Library Aid								June 2012 - Present
Sierra Vista Public Library, Sierra Vista, AZ
· Receive and organize books and other media ordered by library patrons from surrounding libraries.
· Ensure the safe delivery of books traveling from the library to other libraries in the county.
· Maintains inventory of computer carousels and ensures they are stocked with supplies for patrons.

Formal Education & Professional Development
Bachelor of Science in Biology   Cum laude			May 2011
Minor in Chemistry          						
Northern Arizona University, Flagstaff, AZ				GPA 3.7

High School Diploma							May 2007
Buena High School, Sierra Vista, AZ					GPA  4.0	
