


Managing statistical and financial records. 

Dealing with customer queries, complaints, special needs and 

requirements. 

Overseeing pricing and stock control. 

Ensuring compliance with federal health and safety regulations. 

Preparing promotional material/displays, social media exposure, 

company brand, brick and mortar cohesiveness between two 

locations. 

Anchorage School District 
2008 - 2012 

Discuss and coordinate duties for classroom instructional efforts. 

Prepare and assist in instruction of classroom material. 

Supervise Students in classroom setting and transfers into other 

educational settings. 

Maintain attendance records. 

Ensure compliance of personal training. 

Requisition and stock of classroom supplies. 

File, type, duplicate student files, classroom materials, and misc 

office materials. 

MEMBERSHIP ADMINISTRATOR,, ANCHORAGE CHAMBER OF 

COMMERCE 
2001 - 2003 

Maintain multiple membership databases, maintain inter-office 

network, first point of contact for business members, Business 

Development committee liaison, Membership Committee liaison, 

ATHENA committee liaison, Design publications, Website support, 

Daily bookkeeping support, Statistical support, Front desk support, 

Interim communications director, Interim membership director, 

Interim programs director. 

ACCOUNTING CLERK, MUNICIPALITY OF ANCHORAGE 
1997 - 2020 

Processing utility remittances, One of two employees trained on 

Saville program for manual processing of remittances, 

research/balance/deposit utility payments, Extract payments, on 

OPEX at an average of 1600 per hour, Manually enter payments for 

ATU utilizing the Saville and DCRIS programs. 

Education 

ABA Pending, BUSINESS MANAGMENT, CHARTER COLLEGE 

SOFTWARE PROFICIENCY 

• Microsoft Suite and excel: demonstrated expertise in

utilizing Microsoft word for creating , formatting, and editing

documents and spreadsheets with a high level of accuracy

and attention to detail.






