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OFFICE SUPPORT PROFESSIONAL

Administrative Assistant...Clerk...Customer Service

EXPERTISE

Filing Management

Customer Liaison

Front Office Operations

Troubleshooting/Problem Solving

COMPUTER SKILLS

Computer Operations

Microsoft Office

Typing 45+/wpm

EDUCATION:


M.A. in American History



University of Louisville, KY, 1996

Extensive experience working in general public and office settings. Interface well with others at all levels and backgrounds. Strong client focus, with attention to detail and excellent follow through.

WORK EXPERIENCE:

Library Page – 03-2008 to present, Westminster, CO

Westminster Public Library at College Hill. 

Responsible for shelving materials and customer service. Pulls hold requests.  Assists at check-in station. Assists librarians with special projects. Performs related work as required and answer patrons’ questions as needed.

Office Specialist – 1996-1998, Portland, OR

Oregon Health Sciences University, Primary Care Division, School of Nursing

Worked as liaison between teachers and administration. Helped develop course outlines and all facets of class organization.

Computer Consultant (Student worker)– 1993-1995, Louisville, Kentucky

University of Louisville, Computer Center, Information Technology Department

Instructed students and faculty in business programs. Performed educational and technical support in troubleshooting and program updating for all schools throughout the university community.

