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Napa County Child Care Planning Council

Membership Application

Attention * Darlene Howve |

Applicant Information
Name: _Z2AN A ‘FM‘WWHC/ pas. 10 -9 -05
Home Address: _....._.._._ s : Phone {10

Fax:

e, G

Fax:

Business Address:

Email:

Membership Categories

Please chack category(s) which bast reflect your potential member contribution

[207%] CONSUMER, defined as a parent or person who receives, or who has recelved within the
past 36 momhs, Chila care sarvices. ’

D [20%] CHILD CARE PROVIDER, defined as o person who provides child care services or
teprasents persons who provide child care services, reflactive of the range of child care providers
in the county.

E] [20%] PUBLIC AGENEY REPRESENTATIVE, deflned-as a person who represents a city,
county, city and county, of local education agency. )

D [20%] COMMUNITY REPRESENTATIVE, defined as B person who represents an agency or
business that provides private funding for child care servicas, of who advocates for child care
sarvices, or who advacatas for chitd care setvices throogh paicipation in chiic Or cCommunity
based organizalions. but is not a child care provider and does not represent an agency that
contracts with CDE v provide child-care and development services.

[:] (20%] AT LARGE REPRESENTATIVE, defined as an appointee from any of the above
categories or outside of these nalagaﬁés. in the discretion of the appointing. agencles.
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Curmrent Occupation (within last 12 months)
- | ttacdher

Business (nterests (within jast 12 months)

Please list the namas, addresses and phone numbers of three (3) individuais famiiiar with

your background: L -

_Nang Wl
,ngn RS

Name%ﬁ)d occupation of spousa within |ast 12 months, if mamied,

Thomas_Andersnn = Nepa Coun tvie BHE -Communhyg-
‘ 3 Avdc

Liat pelavant aducation, axperience, and qualit‘ica’tmna or, $kilis that you possess:

* it addtional space is needed, please utach additional shests. v, . [ 0{
~IY am cLPMmf of & 2V peor O and. & (o 72 year oA,

ond 1 have been workn with Vm-s»apwi aﬂcd ehuldren

Por 4 uears. T ocwvrently wovk with pove - Kinder 4 ohaldren
i IQAW& a passrn Pt?’ cducation and adv Cﬁ"‘;}" Lo

chiddvens vights. W educationald badearauned 15 Hural
{(\vu}jofﬁf)mr- “T vecneveol m BAaA s San Fancis co St

i)

W T%ent use i+ direcrleyy, 1 wmmhbfwgs arme ine
Explain m;”ﬁnaﬁwﬁ%ﬁm@&%gﬁig lassraom anl begend
fis for only being a ohild care consumer, bt also an early
chi\dhoed gcac;hcr' 1 wwu"deubh" bencfi+ the LPC.

T hd\/& a u.nw'uc ?wépac-ﬁm bein )CD’HA CoNSUMCH” and
Servite prvider. I want +o be »Tigd In mm;%? d’ecisim
Yeoh covinrunitg, my Held and mily .
il‘wﬁ: :) };u, A y‘;r«rﬂaﬁ (AN j Pos./’h‘v’a‘jéahh‘?%\s_
' Date: [“_/7/°-5—

Napa County Chitd Care Planning-Cauncit
C10 Napa Courdy Qffice of Education

2121 noty Avenue

Naps, CA 84559

Attention: LPC Coondinator

Thank you for your intarest In serving on tive Napa County Chitd Care Plaaning Council. Your application will
s reviewad fof Membership solection UPoN VAcancy(s) in tha camegories proviously listed on this form. Al
applicatione wiil be kept on-file-for ohe year trom the date. of recsipt.
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County Executive Office
1195 Third Street, Room 310
Napa, CA 94559-3082
(707) 253-4421 FAX (707) 253-4176 eAFA
APPLICATION FOR APPOINTMENT TO
BOARD, COMMISSION, COMMITTEE OR TASK FORCE

PLEASE TYPE OR PRINT (Complete pages 1 through 3)
*Application for Appointment to: (Name of Board, Commission, Committee or Task Force) .
INapa Co. Child Care Planning Council

*Category of membership for which you are applying:
(This information can be found on the news release announcing the opening.

You may apply for more than one category if more than one position is open.) *Supervisorial District in which you reside:
[Community Representative ~~ |District2.

*Full Name Date o

[C}yvntvhja‘ Dianne Meza o | 1/20/2006 !

*Current Occupation (within the last twelve (12) months):
Preschool Director/ Family Literacy Program Director

Current License (Professional or Occupational); Date of issue and/or expiration including status:
License Exempt Center- Housed on Elementaty School Setting

Education/Experience: (A resume may be attached containing this and any other information that would be helpful to the Board in evaluating your application.)
(see attached resume) -

Community participation (nature of activity and community location):

Planning and coordinating Pre-K Parent/Child Institutes NVLA
Secretary for Vintage HS Athletic Boosters

Volunteer for Vintage Choir Bingo

6 yrs Volunteer for Swim Team Bingo

Past Den Leader and Scout Master and Secretary for Boy Scout Council

Other County Board/Commission/Committee on which you serve/have served:

* Denotes Mandatory Entry Required

. 1 M S TNT O A 4 T 4N UTY oY (O T A TT SN 11 &~ 1 /0N /' SNN\



AppForMembership

Page 2 of 3

APPLICATION FOR APPOINTMENT TO BOARDS, COMMISSIONS, COMMITTEES, OR TASK FORCE Page 2

Application for Appointment to: (Name of Board, Commission, Committee or Task Force)
Napa Co. Child Care Planning Council

Names, addresses and phone numbers of three (3) individuals familiar with your background:

*Name “Name
[Deb Wallace - - |Pam Perkins _

*City *State *Zip Code *City *State *Zip Code

*Telephone *Telephone

*Name

|Pat Krenke

*Address

*City *State *Zip Code

*Telephone

Name and occupation of spouse within the last 12 months, if married (for Conflict of Interest purposes):

|Robert Meza- Water city worker

*Please explain your reasons for wishing to serve and, in your opinion, how you feel you could contribute:

For the past four years | have been working with low income families that have had
difficulities in furthering their education, accessing daycare, and finding begining entry
jobs. | have a part of a team that has inspired women to set goals, pass their GED,
obtain citizenship, attend their first college classes.and become active

members of the community.

1 can contribute to this position by bringing to the table a variety of families’
perspectives as well as taking the council's perspective back to the community. The
community of NVLA (Westwood) serves families of high, middle and low income
families due to the immersion program that is available here. | also can bring my
experience as being a past owner of a private preschool and mother of four children
born and raised in Napa.

=l
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CYNTHIA MEZA
OBJECTIVE
To serve on the Napa County Planning Commission representing low-income families.
EXPERIENCE
Napa Valley Unified School District Septernber 2001-present

o Wrote course descriptions and organized schedules for adult education classes.

e Recruited families based on residence, educational needs and income.

o Inspired parents to set short and long term goals for themselves and their families.
e Planned and implemented a strong curriculum for preschool students.

s Hired and supervised early childhood, adult education and school age support staff.
e Planned and supervised parent workshops, trainings and parent-child activities.

o Wrote intexrvention plans for family members with significant educational needs.

e Collaborated with agencies for additional assistance for families.

Teacher, Third and Fourth Grade Teacher-NVLA ‘ September 1992-June 2001
e Assessed for present abilities, group for intensive needs, and ELD.

s Present standard-based multi-modality instruction.

e Participated in grade level team planning.

s Provided a well-balanccd program ensuring learning for all learners, in all subj ects.
s Reviewed results of all assessments, enhancing curriculum where results fall short.
» Monitored target students who are close 10 redesignation.

¢ Worked and communicated with parents and support staff for continued success.

» Participated in grade level meetings.

Served 6 years on PTA Board.

Teacher, Primary SDC Teacher-Westwood September 1990-June 1991
February 1985-fune 1989

o  Assessed for present abilities, reviewed IEP objectives for each student.

» Provided a well-balanced funétional academic program across the curriculum.

e Blended community based instruction to ensure independence.

e Monitored performance for success.

o Provided firm, consistent, and respectful behavior management techniques.
‘s Participated as a PTA boaxd member for 5 years, and school site council for 2 years.

Teacher, Preschool age stuadents- St. Helen Center-NCOE September 1989-June 1991
Teacher, Preschool age students-Napa Center-NCOE December 1978-August 1979

J
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Cynthia Meza
Page 2
Taught well-integrated morning programs to special education and non special education students.
Collaborated with parents, teachers, and support personnel.
Prepared 4 and 5 year olds for kindergarten.
Provided parent support through home visits.
Researched if receiving schools will be the least restrictive environment.

Wrote and implemented [EPs and transition plans.

Teacher, 13-21 year old students at Our Family Residential Substance Abuse
Facility-NCOE September 1981-February 1995

Built an educational program form top io bottom.

Obtained graduation requirements, course descriptions, standards, benchmarks, textbooks, and wide variety
materials to support abilities, needs.

Assembled a solid program to meet special education and non- speual cducaﬂon students’

educational needs.

Monitored all students’ progress to meet exit competency requirements.

Helped to develop life long survival skills.

Integrated students with Napa High and Adult Education students to pass high school

proficiency tests.

Teacher, Primary SDC class-Carneros-NCOE September 1979-August 1981

Assessed for present skills, work with parents to write [EP plan.
Planned with support staff and grade Jevel teachers.
Provided art to first and second grade combination students.

Maintained necessary rapport and communication between parents, agencies and peer

professionals.
Education
2000 Resource Specialist Credential ‘
California Department of Education
1996 CLAD Credential for Teaching English Second Language Learners
1978 Special Education Credential, Learning Handicapped

St. Mary’s College of California

1977 Special Education Credential, Severely Handicapped

Califorpia State University, Chico, CA

1976 Bachelor of Arts, Major: Liberal Studies

California State University, Chico, CA
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Napa County Child Care Planning CORH
JAN 2 7 2005

Membership Application

NAPA COUNTY
EXECUTIVE OFFICE

Applicant Information ‘
.Name: Hég%&r’l FAC|Y Gl Date: ]\0\ ]Ob'
Homé Address: “ ’ Phone: -
| _ ~ Fax _
Business Address: O ~ Phone: _ | .
Fax:
Email:
Membership Cateqgories

Please check category(s) which besf reflect youf potential member contribution

D [20%] CONSUMER, defined as a parent or person who receives, or who has received within the
past 36 months, child care services.

[20%] CHILD CARE PROVIDER, defined as a person who provides child care services or
represents persons who provide child care services, reflective of the range of child care providers‘

in the county.

0O O

[20%] PUBLIC AGENCY REPRESENTATIVE, defined as a person who represents a city,
county, city and county, or. local education agency. -

[20%] COMMUNITY REPRESENTATIVE, defined as a person who represents an agency or
business that provides private funding for child care services, or who advocates for child care
services, or who advocates for child care services through participation in civic or community
based organizations, but is not a child care provider and does not represent an agency that
contracts with CDE to provide child care and development services.

=

[20%] AT LARGE REPRESENTATIVE, defined as an appointee from any of the above
categories or outside of these categories, in the discretion of the appointing agencies.

]



Current Occupation (within last 12 months) |
Lot Rer

Business Interests (within last 12 months)
RETIRED

addresses and phone numbers of threé (3) individﬂs familiar with
yiNE Siv YOS DUREC™L | CAL1STD EAHICT

T JORME

Please list the names,
your background: SHTEM

vl . -
O gp (). S K. Dy S\ S . e
; !

4 UPEUV LA g
Mo a8 Lherek, L0020, EPC Lepariie eoca( et

Awithin last 12 months, if married.

. .

Name and occupation of spouse

List relevant education, ex'perience, and qualifications or, skills that you possess:
* |f additional space is needed, please attach additional sheets. SEE ATMCH HEYT ¢ j

Date:. L ‘“\( ob

Signafure:

Rpgml sheri’
Return this application to:

Napa County Child Care Planning Council
C/0 Napa County Office of Education

2121 Imola Avenue

Napa, CA 94559

Attention: LPC Coordinator

Thank you for your interest in serving on the Napa County Child Care Planning Council. Your application will
be reviewed for membership selection upon vacancy(s) in the categories previously listed on»,this,-ferm.All
applications will be kept on file for one year from the date of receipt.
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}Autoblographical Sketch: Herbert Ejalgg::g@} fuve 1O

Herb Salinger is currently a memberi of the part-time faculty in the Educational
Leadership Program at Sonoma State University. His professional career includes 6
years service as Executive Director of the American Association of School Personnel
Administrators (AASPA) which represents personnel and human resources
administrators and staff in the United States and Canada; 10 years service as the
Executive Director of the California School Boards Association (CSBA); and 8 years
as administrator at the University of California, Berkeley. He also served as lecturer in
the School of Education at UCB, and Director of that University’s Career Planning and
Piacement Center.

During his tenure at the University of California, Herb Salinger served four
years as Head of the School of Education’s Field Service Center and worked as
consultant to school districts throughout the nation. He also served as the
Administrative Director of the UCB school district desegregation project. Prior 1o
coming to Sonoma State University, Dr. Salinger was field supervisor in the
Educational Administration Program at Sacramento State University from 1286 {o
1997.

Dr. Salinger's public school experience is extensive. He has been a teacher,
dean, principal and superintendent. He was Deputy Superintendent of the Napa
Valley Unified School District and Superintendent of the Las Virgenes Unitied School
District, Calabasas (West Los Angeles County). He has served as a teacher of
science and mathematics in the Napa Unified School District and as a junior high
school dean, principal, and personnel director. He has taught school finance at San
Fernando Valley State University and at the University of California, Berkeley.

Herb Salinger served in the Nation's Capitol as a Special Assistant to the
Secretary of Labor and was Executive Director of the President's Committee on Youth
Employment. He also served on ihe President's Committee on Juvenile Delinquency
and Youth Crime as a co-Executive Director representing the Secretary of Labor.

A native of San Francisco, Dr. Salinger received his B.A. from the University of

California, Berkeley. “4.S. from the University of ldaho, and was awarded the doctorate

~(curriculum) from U w.. Berkeley. He has been active in community and professional
atfairs, serving as president of the American Association for School, College and
University Staffing (ASCUS). His comm unity activities inciude a past presidency of
the Napa and Las Virgenes Kiwanis clubs, and the Napa County Easter Seal Society.
On the national level, he served as Secretary, Educational Research Service (ERS)
and was a member of the board (Settlor) of the Trust for Insuring Educators (TIE).

Herb is president of his own firm, - Salinger and Associates which provides
support services "o the nation's school districts. His interests include worid-wide
travels, reading, ana =vimming.
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- issues ofteacher preparauon, electmn. mducuon. v aluatlon and professmnal
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In Septcmber of 1994‘, an Ad-hoc commntee s of ourpracutmner meimbers’ was -
appointed to detennme what knowiedge and skillswill be neededbya: tedcher -

_in the next five to:ten years.The. sesults-of that: committee’s efforts are R

* contained in AASPA’S publication entitled “Most. Crmcal Knowledge and’.'_,. )
Slulls of a Future Edncator : s - o -

mssion smrsmem *AASPA provides leadership. ln promoang -effective human resource pracuces

“} within education through professional development activities. and a broad based resource network

587H ANNUAL CONFERENCE + OCTOBER 13-17, 1996 + PORTLAND, OR
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Our association recognizes the improvement of teacher preparation is linked to the improvement of
school district practices in the areas of increasing teachers of color, recruitment/selection, induction,
evaluation and professional development. With this in mind, the association currently hasanad-
hoc task force with: four major sub-committees that will.develop detailed proposals to be used by
school districts throughout the United States. These proposals will be tied to “The Most Critical -
Knowledge and Skills of the Future Educator”. The reports from the sub-committeeson .
. récruitment/ selection, induction, evaluation and staff development should be published by October
~1996. In addition, AASPA is working on an update and revision of it’s important 1991 publication
' on minority recruitment. s o T
| The following recommendations are aimed at “Teaching and America’s Future”. We believe that
' the future of children/youth served by our nation’s schools, and taught by knowledgeable and
skilled teachers is the key to true reform. : v .

 RECOMMENDATIONS:

That the Commission’s report clearly identifies the status of children/youth in seciety
“and in our public schools. The entire report should:be predicated'onv the fact that the
schools basis for existence is teaching/working with children and youth.

Too many children in the United States come to school damaged by the effects of drug and

alcohol abuse, aids, poor health habits and the lack of proper prenatal care..

We have poverty stricken children/youth, hungry and sick children, dysfunctional children
fromvdysfunqt‘ipnal, homes, and children with no homes and, in many cases, DO parents.

' X  Wehavean ever growing population of children and youth with limited or no ability to
: speak English. In many cases the nation is faced with cutbacks in essential services

necessary to bring multiple health problems together to help pre-school children- and other
etting and citizens in their community..

youth become productive learners in a school s

The Commission’s report and recommendations must address the problems of school
climate. The impact of gangs and dysfunctional children and youth is making some schools
unhealthy sites for learning. The Commission needs to recognize the importance of
programs aimed at reducing teenage pregnancy. In addition, it will be important to
recognize the importance of prenatal and perinatal care. ' ERI

134
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2 That the Commission identifies the most critical knowledge and skllls of a future
- teacher. Knowledge should be aimedat: - prin TR

(a)
(b)

(d) .

" 'How to reflect on their teaching and devise ways. of i nnprovmg 1t on an ngomg.bas1s e ::
* How to collaborate with other educators to create a- complete educatlonal env1ronment’ RERE

How to-use the technology available to us'today - S :
How to appreciate various cultures, and the larger global somety and how to estabhsh 2

(e)
®

(&) -

(G

3 .;({1")*&

o »ifevaluate mformatxon

o And that the cntlcal skllls of a teacher reqmre the ablllty tor

: How to teach the subject(s) to students ,
_ How to assess student progress.on a regular ‘basis

03\

The Commission’s. report should strongly support eaﬂy chlldhood programs that truly help
children prepare for kindergarten.- Programs that attack- substance abuse; teach parentmg
- gkills and strengthen the family structure must be recognized for their 1mportance :

- AASPA relterates that America’s future as it relates to children and 'youth 1 must change All. DR
-the improved teacher preparation programs and district reforms will not work: unless we can - ‘
help chlldren and youth come prepared to be productlve in our nation’s classrooms

How the subJect(s) theyteach are related to. other subJects . i

How to plan lessons.in a logical sequence.

rapport with a-diverse: population of students and:parents -
‘How and where to get needed mformatmn and how to educate students to seek and

B ' (a) Recognize and. respond to: individual differences in. students .-

- (b)
@)

" Write, speak and present well

()

‘Display genuine: Jove of teaching students: (enthusiasm)

Implement a variety of teaching methods that result in high student aclnevement
Work cooperatively with parents, colleagues, support staff: and superv1sors o

Implement full. inclusion techniques: for special education _student : o
Differentiate instruction for a variety- of developrnental stages and abrhty levels

Develop cntlcal thmkmg skills: w1th students

o 4
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County Executive Office
1195 Third Street, Room 310
Napa, CA 94559-3082
(707) 253-4421 FAX (707) 253-4176

APPLICATION FOR APPOINTMENT TO
BOARD, COMMISSION, COMMITTEE OR TASK FORCE

eAFA

Page 1 of 3

PLEASE TYPE OR PRINT (Compiete pages 1 through 3}
*Application for Appointment to: (Name of Board, Commission, Committee or Task Force)

[Child Care Planning Council

*Category of membership for which you are applying:
(This information can be found on the news release announcing the opening.

*Current Occupation (within the last twelve (12) months):

You may apply for more than one category if more than one position is open.) *Supervisorial District in which you reside:
IConsumer - | INapa County

*Full Name Date ’

[P.Angela Murry-Smith | 11/2/2005 |

Sales Support/Executive Assistant to CEO & President of Intervine ,Inc.

Current License (Professional or Occupational); Date of issue and/or expiration including status:

N/A

Education/Experience: (A resume may be attached containing this and any other information that would be helpful to the Board in

ting your

Resume Attachment has been added.

Community participation (nature of activity and community location):

Stand for Children Day: May 2005 (March to the Capitol)Parent Voices

Other County Board/Commission/Committee on which you serve/have served:

Community Resources for Children-Advisory Board Member

* Denotes Mandatory Entry Required

o B n —_— B T~ T Ry
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AppForMembership ‘ Page 2 of 3

APPLICATION FOR APPOINTMENT TO BOARDS, COMMISSIONS, COMMITTEES, OR TASK FORCE Page 2 of 3

Appli;gtjonﬁfpr Appo‘i_r’xtnje’nt}o’: (Name of Board, Commission, Qommittee or Task Force)
Child Care Planning Council

Names, addresses and phone numbers of three (3) individuals familiar with your background:

*Name *Name )

Faam— P '
[Michael Borck, President of Intervine, Inc. [Maria Macias, DIAGEO Chateau & Estate W} ye4
*Address *Address

*City *State *Zip Code *City *State *Zip Code
*Telephone . *Telephone

*Name

llda Price =

*Address

*City *State *Zip Code

*Telephone

Name and occupation of spouse within the last 12 months, if married (for Conflict of Interest purposes):

NA

*Please explain your reasons for wishing to serve and, in your opinion, how you feel you could contribute:

| wish to serve on the Child Care Planning Council as a way to give back to a
community that has embraced my children and |, continuing to do so. In addition; |
would like to help make a difference even if it is for one child or one parent, to know
that they are not alone in their struggles and frustration, that their voices are being
heard , that councils such as this one are working on their behalf to ensure reliable,
quality childcare that is improving all the time. As a single parent of twins | have faced
many, if not most of these obstacles parents in my community continue to face. | want
to be able to give them hope, tell them to hold on and be strong because change is
going to come, to assist in educating them on the resorces and programs available to
them and how to properly participate within them to maximize their benefits. Moreover,
to continue to support, motivate and encourage our local childcare facilities to keep up
the good works and efforts in providing safe, healthy, quality and more diverse care for
the development of our youth and their parents.

| feel that as a member of the Child Care Planning Council, | could contribute my
experience as a person who having utilized the system in its intended use and
successfully moved off from it can offer understanding and insight from both sides. In
addition, | can bring current positive feedback and any concerns from my community

as well as my experiences within the arena of childcare.




P.ANGELA MURRY-SMITH

PERSONAL

| am confident in the professionalism of both my appearance and manner. | am
efficient, organized, detail and multi -task oriented, resourceful, hard working, and able
to work independently. | pride myself on my reputation /abilities to follow through and
meet deadlines. | am strong in communicating and connecting with others.

EDUCATION

High School Diploma, John F. Kennedy Memorial High School, Seattle WA,1991

BA Degree, Liberal Arts and Sociology, Spelman College, Atlanta GA, 1995

ORGANIZATION

Sigma Alpha lota, Zeta Phi Chapter, Member since 1994

Community Resources 'for Children-Advisory Board Member since 2004

EMPLOYMENT

Acquisitions Administrator/Executive Assistant, Intervine Incorporated (Currently)

Responsible for the support of the sales, acquisitions and distribution departments.
Daily responsibilities includes preparation and maintenance of vender agency
agreements, customer sales contracts and distribution logistics. In addition, sole
responsibility for all imports and exports of samples, preparation for customs clearance
and submissions of all Federal label approvals. Marketing, sampling programs and daily
bid offer tasting. Data entry (Excel, Access,Word) and frequently used tools such as
Microsoft 2000, e-mail, fax, on-line couriers, both Intranet and Internet a long with
some general office support. Regular daily contact both International & Domestic with
venders, customs brokers and corporate customers.

Executive Assistant to both the CEO and President.



Consumer Sales/Executive Assistant/ Office Coordinator Assistant,
Etude Wines/Alkar

Consumer Sales

Manage day-to-day consumer activity, consumer database management with
applicable tracking and reporting mechanisms, legal compliance reporting, direct
customer service and contact with consumers. In addition, organizational coordinating,
new mailing list sign-ups, allocations, offerings and tasting scheduling. Program sales,
monthly reporting and analysis a long with program compliance reports.

Winery accounts payable (invoicing and consumer receivable).

Executive Assistant to Tony Soter

Prepared correspondence from written and other materials, travel arrangements and
itineraries. Provided time management and calendaring a long with daily updates.
Maintain contacts data base with back-up hard copies. Coordinate necessary special
lunches and events in addition to providing any and all necessary support /assistance
as needed. '

Assisting Office Coordinator in daily functions. Order taking and correspondence from
retailers, restaurants and distributors, data entry, coping and faxing bulk items,
reception, administrative/general/clerical office support.

Escrow Secretary, North American Title Company/Alkar

Assisting the Escrow Officer, office and department in gathering client information and
research while managing customer contacts and maintains a strong customer base.
Providing excellent customer service, scheduling and metro scan request. Daily
functions include the opening of and cancellations of orders, the ordering of preliminary
reports, CC&R, title searches and notification to the Department of Housing of the
opening/closing of escrow. Requesting of payoff demands and/or statement of
conditions, tax demands, disclosure reports and hazard insurance. Funds held,
reconvayence and release follow-ups. Managing of all incoming and outgoing
correspondence with agencies, agents, brokers, clients and lenders.
Administrative/General Office support, daily office accounting and the maintaining of all
recording logs. '



DMV/Vehicles Sales Administrator, Lithia Motors

Reported all new and used vehicle inventory sold, accounts payable and receivable,
submitted contract funding, back-halved and posted deals, claimed rebates and dealer
incentives, dealer reserves, new/used vehicle licensing and registration(wholesale
inventory and retail) and administrative office support.

Management Trainee, Hertz Local Edition

Daily report of business, accounts payable/ receivable, daily assistance with local
reservations and contracts for insurance replacement and leisure vehicle rentals.
General office/clerical support.(data entry, multi-line phones, fax/copier, filling, research
etc. ..)

General Manager, Kidd Valley Hamburger/lvar's Corporation

Plan, schedule, coordinate and supervise a ten-person crew in their daily duties for an
upscale hamburger restaurant. The restaurant is located in a lake/resort area of
Seattle. These daily duties include guest services, human relations/communications
with guest and employees, problem solving, employee development, product quality,
inventory and portion control, sales building, cost control, sanitation, administrative
work, planning and organizing, labor control and usage.

Inventory Control/Payroll Clerk, Sound Mazda

Researched and recorded used vehicle inventory on a three-lot location. Organized
information into a monthly spreadsheet of financial debts and profits. Data entry of new
hire information, weekly, semi-monthly and salary payroll, commissions and bonuses
calculation, both accounts receivable credits and deductions. Provided Administrative
support for the service department.

Community Support Specialist, Community Living

Provided personal services for the developrﬁentally disabled in their daily lives.
(Services included: personal care, cash management, shopping and preparing meals,
household maintenance, and transportation.) General Office. :



Security Officer, Guardsmark Inc.

Stationary officer at CNN center in Atlanta, GA. Rotating between the CNN/Headline
news security clearance desk and the surrounding properties on iocation.

SUMMARY OF SKILLS

Administrative/Office Support Skills  Computer Literate Payroll
Accounts Payable Customer Relations Public Relations
Accounts Receivable Fax/Copier Supervisory Skills

Cash Management Inventory Control Skills Time Management



