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Skills Summary

Over ten years’ active Internet involvement, and nine years’ World Wide Web experience, including four years designing Web sites. Typing speed: 45-50 wpm. Various levels of familiarity with the following:

Office:

Access

Excel

Word

PowerPoint

Outlook

Corel Presentations

Quattro Pro 8

WordPerfect 9

ClarisWorks

UltraEdit

WinZip

HTML and Web:

HTML source code

WebEdit

Dreamweaver

Internet Explorer

Netscape Navigator

Miscellaneous:

Windows

95 and 98

2000 and NT

WS-FTP

Education

Truman College: various Computer Classes, Continuing Education
 Chicago, Illinois 



January 2000 to present

Lansing High School
 Lansing, Kansas

Experience

Seville Staffing
Chicago, Illinois

Various / General Office
November 2000 to January 2002

· General office tasks

· Mail room

Pixilated Productions
Chicago, Illinois

Receptionist/General Office
December 1994 to November 2000

· Answering telephones

· General office tasks

· Design and construction of Web pages

Bacon’s Information Inc.
Chicago, Illinois

Reader/Sorter
April 1992 to November 1994

· Visually scanning newspapers and magazines for clients’ names


· Sorting clippings by client number

Rose Records/Stirling Ventures; Central Office/Warehouse
Chicago, Illinois

Receptionist
January 1990 to April 1992
· Handling busy switchboard

· Greeting visitors

· General office tasks such as filing and mail distribution

Harvesters Food Bank: Division of Second Harvest
Kansas City, Missouri

Administrative Assistant
September 1988 to November 1990

· Support of warehouse manager and warehouse staff with various computer-related activities

· Data entry

· Inventory control

· Filing

· Scheduling appointments for social agencies to obtain food stocks

MARS One-Stop Record Store Distributor:
Kansas City, Missouri

General Assistant
January 1985 to September 1988

· Support of warehouse manager and warehouse staff with various duties

· Inventory control

· Stocking shelves

