
Diana O’Donohue

3350 South Kenton Street #3211 • Denver, CO • 80014 • 603-560-4311

Email: dianaangel143@aol.com

Skills:

Operating systems, software, hardware and networks: Windows 95/98/NT/ME/XP, MS Office Suite including Word, Excel, Access, Powerpoint.  Lantastic, CD-Rom, Email, Dos 6.22, Netware Lite, Novell, Intro to UNIX, Norton Utilities, CMS, File Trail, use of business machines, solid communication skills, mechanical aptitude, flexible attitude and dependable work ethic.  Quick to learn and enjoy a challenge.  

*Over 15 years of previous experience in the electronics field.  
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                    Manchester, NH
Customer Service Representative



          July 2005 to October 2012

Sorted and delivered mail to approximately 100 parties within various departments.

Used CMS and File Trail software programs to reference claim numbers and deliver files to correct handler.  Completed large-scale copy, labeling and binding jobs for clients based upon individual instruction.  Upheld high level of confidentiality with respect to secure insurance files.  Updated, archived and sent off-site files that were no longer necessary.  Ordered files from offsite locations according to directions from client.  Maintained accurate inventory using Excel spreadsheets.  Prepared packages for UPS, Fed Ex and certified mail delivery.  Provided coverage for front desk receptionist on a regular basis.  Stocked and cleaned kitchens daily.

JC Penney                                                                                              Salem, NH                                     
Sales Associate                                               September 2002 to March 2008 

Handled a variety of customer requests in a courteous efficient manner.  Followed procedures for cash handling and register usage.  Worked as part of a team to accomplish merchandising and stocking goals on the sales floor.  Accepted extra shifts, overtime hours and additional assignments as needed to facilitate department revenue and productivity.

Randstad                                                                                                          
Methuen, MA                                                                           Office Assistant- various locations                                       August 2001 to July 2002

Answered telephones, took appropriate messages and acted as the customer service liaison between the patient and doctor.  Scheduled appointments using automated scheduling software, retrieved and filed records, faxed information and used paging service.  Took on assignments in filing, data entry and clerical duties.  
Kolburne School                                                                              New Marlborough, MA                                                                                                                       
Residential Child Care Worker                                      July 1999 to August 2001 

Taught life skills to children with severe emotional and learning disabilities, Provided support as well as recreational and social development skills, Provided training and assistance to newly hired staff, Trained in CPR and behavioral modification techniques, Authored treatment notes and maintained appropriate logs, Organized merit system, Attended clinician meetings to apprise them of individual progress.

Raytheon Corporation                                                                                      Andover, MA
Wirer/Solder/Mechanical Assembler                                June 1984 to August 1998                                                                                                                           

Worked on various Assemblies of chassis using process sheets wiring diagrams. Repaired equipment and performed engineering changes and modifications, Experienced with cable making and Bonding.

Education: 

A nine hundred hour certificate program emphasizing PC Applications and Systems support including installation, diagnostics, repair and or replacement of hardware and software. 
•Diploma from Greater Lawrence Vocational High School (Lawrence, MA)
•Additional College level courses at Northern Essex Community College (Haverhill & Lawrence)    


