Barbara L. McLean
1200 Standish Court

Fort Collins, CO  80525

(970) 226-4563 (h)

(303) 492-7986 (w)

barbara.mclean@colorado.edu

Objective
Administrative Assistant II Position
Summary
My experience, education, talent and tastes have made me effective with administrative tasks.  I enjoy assisting others by minimizing their need to focus on “housekeeping” details.

Administrative Assistant Experience

University of Colorado, Institute of Behavioral Science, Population Program
7/99-Pres

Administrative Assistant II

Boulder, CO
Chair and faculty support, grant and general fund accounting, proposal support, mail processing, phones, travel, supplies, equipment maintenance and service, file maintenance, word processing, faculty search coordination, annual report assistance, scheduling, editing Institute newsletter.

Colorado State University, Computer Science Department
5/95-2/99

Administrative Assistant II


Fort Collins, CO  80525-1873


(970) 491-5862

References:  Pradip K. Srimani, Charles Anderson (see next page)

Chair and faculty support; mail processing; phones; travel; supplies; equipment maintenance and service; file maintenance; word processing; grade record processing; conference room scheduling; information distribution; technical report processing for internet access; faculty search coordination; departmental annual report preparation (fact gathering, writing, formatting, editing, publishing, distribution); weekly public seminar (publicity, site setup, refreshments); annual Distinguished Lecture (scheduling, site location, facilities arrangement, site setup, speaker itinerary, nationwide publicity, refreshments, speaker services, cleanup, recordkeeping, success analysis).

Group Publishing
6/92-9/94

Administrative Assistant


2890 N. Monroe Ave.


Box 481

Loveland, CO  80539

Joyce Johnson, Vice President (immediate supervisor)

(970) 669-3836, x4214

Law School, University of Colorado, Boulder

1/92-5/92

Administrative Assistant II (Faculty Support)


Reference:  Norton L. Steuben (see next page)

Faculty support, word processing

Martin Marietta Astronautics Group, Denver, CO


Technical Writer/Editor
1986-1992


Administrative Secretary, Central Software Engineering Facility
1983-1986

Education

Legal Assistant Certificate, California State University, Los Angeles, CA (GPA 4.0)
1977
Course work in Psychology and Graduate English Literature, University of California
1973


Santa Barbara, CA

BA, English, University of California, Riverside, CA (Graduated with Highest Honors, GPA 3.67)
1972

University of Edinburgh, Scotland (University of California Education Abroad Program)
1970-71

References
Steve Graham

Institute of Behavioral Science

484 UCB

University of Colorado

Boulder, CO  80309

r.graham@colorado.edu
(303) 492-2111

Jane Menken, Director
Institute of Behavioral Science

484 UCB

University of Colorado

Boulder, CO  80309

Jane.Menken@colorado.edu
(303) 492-8147

Charles Anderson

Computer Science

Colorado State University

Fort Collins, Co  80523-1873

anderson@cs.colostate.edu

(970) 491-7491

Wim Bohm

Computer Science

Colorado State University

Fort Collins, Co  80523-1873

bohm@cs.colostate.edu

(970) 491-7595

Roberta Davis, Asst to Director

Clinical Sciences

Colorado State University

Fort Collins, CO  80523

Roberta.Davis@colostate.edu

(970) 297-1271

Henry Cross (Emeritus Professor, Psychology, Colorado State University)
767 Sandpiper Pt.

Fort Collins, CO  80525

(970) 223-0096
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