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Jacqueline J. M. Randall
	Objective
	I am a very hard working mother of four whom strives to reach my goals, such as completing my college degree in Business and then more importantly creates a financially stable life for my family. I have had experience with computer work and I have done numerous inventories and data entries work in the past. I am a very quick learner and am eager to learn new things. One quality I have that helps me in the Business field is my continuous need for things to be in place and done in a professional manner. I am people oriented and feel that my friendliness helps me to adjust to different settings very smoothly and confidently. In addition, I like to surround myself with motivated and trustworthy people in hopes of helping other’s through their struggles in life.

	Experience
	10/2011-present         Oglala Lakota College           Kyle, SD

Data Manager – Head Start Program
· Provide Administrative support and technical assistance to Head Start Administrative staff including coordinators and center staff.

· Provide oversight and tracking of equipment and inventory control for the OLC Head Start program.

· Maintain, oversee and troubleshoot automated data collection systems (including but not limited to:  Non-Federal Share (In-kind), equipment inventory, staff education and development, PROMIS (screenings, enrollment, eligibility, and attendance). 
· Develop a system to ensure the coordination of data collection between centers and central office.  

· Generate and produce standardized HS/EHS enrollment forms and ensure use of forms is consistent.

· Update, store and retrieve program records quickly and easily.

· Generate official reports Federal, State and Tribal as needed and requested.  Reports may include, but not limited to:  PIR (Program Information Report), in-kind, eligibility, enrollment and attendance reports and status reports of children in Program.  

· Coordinate with Head Start Administrative Staff on all child/staff/parent activities. 

· Create and update the Head Start Program Webpage.

· Maintain, oversee and troubleshoot all electronics and software purchased by the Head Start Program as needed.
9/2005-9/2010        Oglala Lakota College               Kyle, SD

Administration Secretary/Assistant – Head Start Program
· Provide Administrative support and technical assistance to Head Start Administrative staff including coordinators and center staff.

· Establish and maintain an accurate and organized system for filing and reporting.

· Prepare clear, concise, and timely written materials such as reports, memos, proposals, etc. 

O.L.C. Head Start Program (Cont’d.)
· Demonstrate superior communication and human relation skills among Management Team, program staff, parents, and community agencies and businesses. Facilitate cooperative working relationship among program staff.

·  Review In-kind documentation monthly.
· Knowledge and Understanding of Head Start Program Performance Standards.

9/2005-9/2005       Oglala Lakota College                 Kyle, SD
S.S.S. Counselor – Student Support Services
· To establish and maintain a record system (by semester) of student files in their designated district.

· To maintain a status sheet of courses taken by each student in their district and to ensure that the status sheets are current and up-to-date by semester.

· To counsel students, who may need information, tutoring and guidance; in whatever field they choose.

· Library duties

· Other duties as assigned by supervisor.
8/2005-9/2005     Oglala Lakota College (O.L.C.)     Kyle, SD

Data Assistant – Student Support Services
· Data Entry on spreadsheets and databases on an ongoing basis for program services, budgets, and annual reports.
· Disseminate information to participants, staff, faculty and other interested parties.
· Provide office management and administrative secretarial support.
· Organize and maintain confidential filing system on all participants, activities and services provided.
· Assist program Director with monitoring and reconciling the program budgets.
· Assist program Director with monitoring inventories, purchase requisitions and program travel.
1/2005-3/2005          Oglala Sioux Tribe                   Pine Ridge, SD

Secretary/File Clerk – Benefits Office
· Maintain and keep the personnel files organized and up-to-date.

· Maintain an accurate and complete filing system of all incoming reports.

· Assist with maintaining confidentiality of personnel files.

· Responsible for answering the telephone and taking messages.

· Assist in receiving and distributing mail.

· Assist in compliance of OST Health and 401(k) Plan.

· Assist in enrollment of new participants in processing and update records for coverage changes and terminations.

· Assist Benefits Coordinator in daily operations.
8/2004–11/2004
Oglala Sioux Tribe                  Pine Ridge, SD

Secretary – District Coordinator’s Office
· Performs general office tasks in a professional and competent manner.

· Responsible for meeting and receiving clients in a friendly and professional manner.

· Assists in receiving and transmitting requisitions, purchase orders, accounts payable vouchers, and will do routine typing and filing.
7/2004–8/2004
Oglala Sioux Tribe (O.S.T.)
Pine Ridge, SD

Filing Clerk – Personnel Department
· Performed routine typing, filing tasks and data entry and will generally work under detailed assignments from immediate supervisor. 

· Upkeep the filing system of the O.S.T. Personnel Department.

· Responsible for the organization and maintenance of all O.S.T. Personnel Files and Personnel Action Forms.   


	
	6/2000-3/2003         Lakota Communications, Inc.
Porcupine, SD

Receptionist

· Operated front desk by directing all in-coming telephone calls.

· In charge of logging in and filing all Public Service   Announcements.

· Routine check-ups to determine the PSA eligibility.

· Volunteered as a Disc Jockey.

· Helped create a Musical Data Base.
1/2000-5/2000
UMINN-Pathways Project     Batesland, SD

Registrar/Survey Staff Data Collector

· Managed the flow of enrolled students and data forms.

· Conducted student identification and registration.

· Assist in TriTrac movement measurements.

· Schedule Quality Control measurements.

· Travel to all reservation-wide schools.
2/1999-3/1999
Ticketmaster of Colorado      Denver, SD

Sales Agent

· Conducted ticket sale of numerous events in throughout the      country.

· Used computer programs to sell both tickets and article prescriptions.

· Created an atmosphere to reach customer satisfaction.
5/1999-7/1999      Sioux Nation Shopping Center   Pine Ridge, SD

Checker/Cashier

· Operated cash register to itemize and total customer’s purchase(s).

· Collect cash and other forms of payment and make change.

· Responsible for the cash and all other receipts received.


	Education
	8/2004-12/2004; present     Oglala Lakota College            Kyle, SD

· Completed one additional semester; General Business major

9/2003-6/2004
Si Tanka/Huron University               Huron, SD

· Completed three semesters; Business Management major.

8/1999-12/2002           Oglala Lakota College                   Kyle, SD

· Completed seven semesters; Business Computer minor.

8/1998-5/1999         University of Colorado at Denver       Denver, CO

· Completed one semester; General Education.

8/1994-5/1998        Red Cloud Indian School                    Pine Ridge, SD

· Completed four years; High School Diploma.

	Interests
	Family, reading fictional novels and self-help books, computers.
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Job Experience





Dates & Wages
1.) Oglala Lakota College
10-26-11 to Present

Head Start/Early Head Start Program
$17.74 per hour


- Cindy Fisher

P.O. Box 490


Kyle, SD 57752
Reason for Leaving:


         (605) 455-6117
Relocating to Denver, CO
2.) Oglala Lakota College
9-22-05 to 9-1-10

Head Start/Early Head Start Program
$12.38 per hour


- Michelle Yankton



P.O. Box 490


Kyle, SD 57752
Reason for Leaving:


        (605) 455-6117
Reassigned; New Position
3.) Oglala Lakota College


9-07-05 to 9-22-05 

Student Support Services

$

- Milton Fineran


P.O. Box 490

Kyle, SD 57752
Reason for Leaving:


        (605) 455-6000
Resigned; New Employment

4.) Oglala Lakota College
8-22-05 to 9-07-05

Student Support Services
$

- Milton Fineran

P.O. Box 490

Kyle, SD 57752
Reason for Leaving:


        (605) 455-6000
Temporary Appointment

5.) Oglala Sioux Tribe
1-18-05 to 3-1-2005
     Benefits Office
$9.52 per hour

     - Lisa Rowland

     P.O. Box 2070
     Pine Ridge, SD 57770
Reason for Leaving:
              (605) 867-1373
Resigned; Commuting Difficulties
6.) Oglala Sioux Tribe
8-25-2004 to 11-24-2004

District Coordinator’s Office
$7.48 per hour


- Robert Eagle Elk


P.O. Box 1796


Pine Ridge, SD 57770
Reason for Leaving:


        (605) 867-5383
Resigned; second baby born
7.) Oglala Sioux Tribe
7-19-2004 to 8-20-2004


Personnel Department
$10.20 per hour 

      - Debbie Blue Bird


P.O. Box 439


Pine Ridge, SD 57770
Reason for Leaving:


        (605) 867-6014
30 Day Appointment

8.) Sioux Nation Shopping Center

7-22-2003 to 8-9-2003

     - Mona Vocu
$5.15 per hour

     P.O. Box 602 



     Pine Ridge, SD 57770

Reasoning for Leaving:

              (605) 867-5183
College courses beginning


9.) Lakota Communication, Inc. /K.I.L.I. Radio 
6-6-2000 to 3-7-2003

     - Thomas Casey
$7.00 per hour



     P.O. Box 150 







     Porcupine, SD 57772
Reasoning for Leaving:


         (605) 867-5002
Newborn baby

10.) University of Minnesota-Division of Epidemiology
1-28-2000 to 5-16-2000

     - Lisa Harnack
$10.50 per hour

     1300 South 2nd Street, Suite 300

     Minneapolis, MN 55454-1015

Reasoning for Leaving:


         (612) 626-9398
Grant concluded

11.) Sioux Nation Shopping Center
5-1999 to 7-1999

     - Mary Smith
$5.15 per hour
     P.O. Box 602 


     Pine Ridge, SD 57770
Reasoning for Leaving:
               (605) 867-5183
College courses beginning

12.) Ticketmaster of Colorado
2-26-1999 to 3-27-1999

     - Roni Turner, ext.126
$6.00 per hour

     1560 Broadway, Suite 650

      Denver, CO 80202
Reasoning for Leaving:

         (303) 830-8400
Moved back to South Dakota


Education




           

Dates & Additional Info.
1.) Oglala Lakota College 

 8-2004 to 12-2004; Present
     490 Piya Wiconi Road



                         General Business major

     Kyle, SD 57752




               - Conflicting hours


(605) 455-6000






2.) Si Tanka/Huron University

9-3-2003 to 6-4-2004

     333 9th Street Southwest



        Business Management major

     Huron, SD 57350





 - Pursuing degree


(605) 353-2011

3.) Oglala Lakota College 

8-1999 to 12-2002  

     490 Piya Wiconi Road



                        General Business major  
     Kyle, SD 57752




               - Conflicting hours

(605) 455-6000




               

4.) University of Colorado at Denver

8-1998 to 5-1999

     Campus Box 125



                        General Education major

     P.O. Box 173364





 - Financial Troubles

     Denver, CO 80217-3364







(303) 556-2860

5.) Red Cloud Indian School

 8-1994 to 5-1998


100 Mission Drive
   General Education


Pine Ridge, SD 57770-2100                                                                  - High School Diploma
                   (605) 867-1289                                                                   
References






Relationship & Years Known
1.) Father Peter Klink

Priest


Red Cloud Indian School




              15 Years +


100 Mission Drive


Pine Ridge, SD 57770-2100


(605) 867-1289

2.) Rhoda Mesteth






Landlord


P.O. Box 9






13 Years


Pine Ridge, SD 57770


(605) 867-6101

3.) Michelle Yankton
Peer


P.O. Box 73
8 Years +

Martin, SD 57551


(605) 441-4325
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