Kaleigh Mae Radebaugh
1945 Canyon Blvd. * Boulder, CO 80302 * (970) 819-9555 * kradebaugh@students.naropa.edu

Objective and Summary:
As a passionate undergraduate student of Writing and Literature I have developed a reputation for constancy and a solid academic standing. With experience in several different vocations, from administrative duties to being a nanny of three small boys, I have learned to be a creative and enthusiastic person in both my professional and personal life. If employed with your company I would use my skills to fill my position with creativity and dedication.
Previous Work Experience:
Naropa University Business Service Center, Boulder CO				2007-Present
2130 Arapahoe Ave.  80302 (303) 546-5299. Daniel Cantrick, Supervisor
Mailroom Attendant and Coordinator
· Sort mail into individual faculty boxes as well as department boxes. 
· Process copy requests from students, faculty and staff with speed and accuracy. Strong knowledge of copy machine operations and repairs, as well as digital scanning knowledge. 
· Mail machine operations and post office services. 
· Secretarial duties; phones, fax, e-mail and time control
· Ordering office supplies as well as toner and drums for printing machines.
Morrison Custom Builders, Steamboat Springs CO				2004-2007
80477 (970) 871-1085. Steve and Lorrain Morrison, Supervisors
Nanny and Housekeeper
· Looked after and tutored 3 young boys. Tutored in elementary math, reading and writing.
· Housekeeping duties included; laundry, thorough cleaning, grocery shopping and garden work.
Oak Creek Public Library, Oak Creek CO						2006-2007
227 Dodge Ave. 80467 970-736-8371. Barry Bertolinni, Supervisor
Librarian
· Assisted patrons in finding books as well as teaching basic computer skills.
· Ordering books and supplies from distributers.
· Basic library duties; serving patrons, checking in and out books, re-shelving, keeping the work environment tidy.
· Processed unused books to donation programs. 
Dinty Moore’s Family Restaurant, Oak Creek CO					2006
112 West Main 80467 970-736-2678. Tina Zwicki, Supervisor			
Waitress and Pizza Cook
· Prepared homemade pizza to order
· Fundamental waitressing skills
Education and Extras:
Naropa University, 2130 Arapahoe Ave. Boulder CO 80302 			2007-Present
BA in Writing & Literature 							
Soroco High School, 211 Grant St. Oak Creek CO 80467 			        Graduated 2007
Peer Counselor Program, Soroco High School				        2003-2007
Soroco High School Yearbook and Newspaper Editor 		                    2005-2007
