
Nancy Douglas de Baca  1828 Elizabeth St. NE Albuquerque, NM 87112-3113 Squidgete88@nmia.com Phone: (505) 238-5895

	Objective
	Career-track employment in language arts education, where my understanding of special needs populations, the mass media, computer technology and the library and information science field can be used. 

	Experience
	04/2006 to present  Albuquerque Job Corps Center  Albuquerque, NM

Career Transition Services Clerk/ Typist

· Supports staff in general clerical functions

· Sorts, arranges and discards files according to PRH
.

	
	01/2005 to 04/2006  various temporary staffing agencies   Albuquerque, NM

Administrative / Secretarial (as I have done on-call since 1993)

· Reception desk (with data entry and filing) for an agency providing low-income services, for a warehouse, and for a medical office.

· Phone calls to set up fundraising appointment for a non-profit.

· Trained to do medical collections for a large corporation.

· One returning appointment from 2004 had me daily noting stock received; billing; invoicing; arranging for shipping including truckloads; and running credit cards, credit checks; and collections for a manufacturing plant.

· Banquet service on occasional weekends.

· I trained my replacement at the school library until April 2005, then worked while buying a house, moving, and planning a huge fall wedding.

	
	05/99-12/2004
Evangel Christian Academy 
Albuquerque, NM

Cataloging/Set-Up (Private School Librarian)

· Worked with parent volunteers and principal to establish a collection of over 20,000 volumes donated during a drive to obtain accreditation for a school of 370+ students, K-12. Yearly circulation was around 9,000. 

· Continued to run library and teach elementary library skills.

	
	11/2003 to 12/2004  various temporary staffing agencies   Albuquerque, NM

Administrative / Secretarial (as I have done on-call since 1993)

· Reception desk (with data entry and filing) for a professional organization’s offices, a manufacturing plant, and a car dealership.

· Store demonstrations of food, juice, and other new products.

· Presiding Judge for Bernalillo County Elections.

	
	10/02-10/03
New Mexico Logos, INC.
Albuquerque, NM

Office Manager/Collections (Part-time Customer Service)

· Managed a small office environment.

· Duties included data entry within MS Access and Corporate Mainframes using Unisys. Also sent monthly reports to corporate office. 
· Handled orders, collections and billing of logo-plates, sent out annual renewals of contracts. Maintained company bank accounts and structural records,

	
	08/01-04/02 ClientLogic Call Center (EarthLink Division) Albuquerque, NM

First Level Technical Support for ISP

· Answered EarthLink customer calls regarding problems with Internet connectivity, issues while browsing using Netscape, Internet Explorer, or the EarthLink proprietary browser, and difficulty receiving emails through any number of programs.  

· Instructed clients to perform routine maintenance and repairs using a written manual of call flow.

· Utilized Windows 3.1, 9x, ME, CE, 2000, NT and XP operating systems in this capacity.

	
	01/99-10/99
Albuquerque Public Schools
Albuquerque, NM

Substitute Teacher/Librarian

· Worked in a variety of school settings, including elementary, middle and secondary schools. Taught lesson plans as left behind by absent teachers.
· As librarian, utilized the Athena System to check-in/out materials, shelved books, and supervised use of computers for both free research and assignments.  Directed students to proper reading level/shelf area for book selection.

	
	01/98-08/98
Technical Vocational Institute
Albuquerque, NM

Instructional Technician – Computer Lab

· Provided instructional support as required by instructors conducting classes in any of the three major computer labs on the South Valley campus.

· Primary responsibility was to supervise the open computer labs, scheduling and publishing open lab hours.

	
	06/97-01/99
Technical Vocational Institute
Albuquerque, NM

Volunteer Tutor: ESL/Other Language 

· Volunteered as a Second/Other Language tutor (Adult Literacy Project) in a non-graded, multi-level situation, helped students practice speaking English to build self-confidence and their ability to listen and speak fluently.

· Planned lessons, researched and prepared materials to fit the individual students’ needs.



	Education
	05/2006 - present  The College of Santa Fe evening program Albuquerque, NM

· Working towards a Masters in Curriculum and Instructional Leadership

01/88-05/90                    University of New Mexico        Albuquerque, NM

· Non-degree coursework in Educational Foundations and Psychology

01/84-12/85
University of Arizona
Tucson, AZ

· ALA accredited Masters in Library Science

01/78-12/81
Eastern Illinois University
Charleston, IL

· BA in English, minor in Professional Writing


