Consuelo Kanaga

3333 College Avenue

Sherman, ME 04777

(207) 555-1742

ckanaga@eagle.umaine.edu

OBJECTIVE

A challenging office administrator position leading to increased responsibility, advancement, and growth.

EDUCATION

· University of Maine at Machias, May 2004

Major: Bachelor of Arts in Speech Communication

Minor: Computer Science

GPA 3.8, Honors Division

RELEVANT COURSEWORK

· Administration Office Management; Business Communication; Business, Professional, and Technical Writing; Public Speaking; Human Behavior in Organizations; and Personnel Management

· Installed and configured web server software; wrote practical Java and CGI applications.

TECHNICAL CERTIFICATIONS

· COMPTIA A+ Certified Computer Service Technician

· Microsoft Certified Professional (MCP)

WORK EXPERIENCE

· Supervisor, Information Management Center (IMC), University of Maine/Machias, September 2001–May 2003.

· Trained and supervised word processing operators using Corel’s WordPerfect Office 2000.

· Delegated daily assignments via e-mail and online postings. This position was a promotion from word processor the previous year.

· Webmaster; maintained Center’s website.

· Redesigned website and implemented new Information Management Center web-tracking based on an all-Center, needs-analysis profile.

· Edited text for brevity and target audience; managed information.

· Created presentation to inform campus personnel about IMC using Adobe PageMaker and Adobe Persuasion.

Chairperson, Business Opportunities Conference, January 2003.

· Organized and administered a student-run job fair consisting of 41 firms and attended by 750 students.

· Managed a 12-member preparation committee and 30 volunteers.

· Communicated with company recruiters and human-resource departments.

· Created Information Hot Line to keep all parties informed.

· Served as liaison between Department of Business Administration, Career Center, and sponsoring organizations on recruiting.

· Created a website for the Division using HTML editors at Microsoft FrontPage. Website was selected by Point Survey as one of top 5 percent of all web pages.

· Developed an online slide presentation explaining the purpose and services of the Division using PowerPoint 4.0.

Assistant to the Director, Job Start, Resource Development Department, WHCA, Millbridge, ME, January 2001–May 2001.

· Implemented the Job Start program.

· Offered technical assistance to clients and responded to inquiries.

· Compiled online handbook for business support groups using Word 2000.

· Organized filing system and entered confidential information using PFS-File for data entry.

Computer Technical Consultant, self-employed, June 2000–present.

· On-site installation and configuration of software and hardware, troubleshooting, and computer skills tutoring for more than 50 clients.

· Installed ethernet cards and remedied network connection problems.

· Demonstrated problem solving and verbal communication skills.

COMPUTER PROFICIENCY

· Languages: Visual Basic, SQL, Perl, JavaScript, HTML

· Databases: Oracle, Microsoft Access

· OS: UNIX, Windows 3.x/95/98/01, Windows NT

· Graphics: Adobe Photoshop, Adobe Illustrator, Adobe PageMaker, Microsoft FrontPage, Microsoft PowerPoint

· General: Microsoft Office, Corel WordPerfect, Lotus Notes

KEYWORDS

business communication, chairperson, computer science, consultant, consulting, honors division, human behavior, information management, leadership, management aid, personnel management, project management, supervisor, technical writing, technical support, UNIX, web designer, web developer, webmaster, Windows NT

ACTIVITIES

· Chair, Dormitory Council

· President, Honors Program

· Secretary, Kappa Eta Academic Society

· Student Ambassador, University of Maine

· Supervisor, Special Olympics

· Sales representative, Yearbook Staff

· Member, Executive Committee, Association for Industrial Management and Economics (AIME)

ACADEMIC HONORS

· Honors Division Scholarship

· UM Faculty Scholarship

· Alpha Lambda Delta Scholarship

REFERENCES

· Available upon request.

