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Lynn M. Niemi, Ed.M.


Ima Student

743 ANYWHERE STREET  •  ABERDEEN,  WA 98520
PHONE:  360-533-5678  •  E-MAIL: myemail@hotmail.com
OBJECTIVE
Seeking employment utilizing office technology skills being developed in college program 
QUALIFICATIONS
· Stable employment history with over 20 years of consistent employment in one industry 

· Excellent organizational skills and attention to detail
· Ability to manage multiple tasks and work well under pressure

· Skilled in document formatting, Microsoft Office applications, transcription and records management

· Experienced in all facets of employee management including hiring, training and            scheduling staff 
· Aptitude for customer service and service coordination
· Exceptional work ethic 
EDUCATION
Grays Harbor College




 September 2006 – present


Major:
Office Technology

Expected Graduation Date: June 2008








EMPLOYMENT 
Mast Family Home 





Raymond, WA 




Supervisor/CNA





May 2001 – March 2006


· Served as supervising CNA at a private, home care setting
· Managed a staff of four caregivers

· Provided all training required for care of patient

· Responsible for money management, including payroll and budgeting
· Trained more than fifteen employees during position tenure

Rogers Family Home  




South Bend, WA 




Supervisor/CNA





October 1991 – May 2002




· Served as supervising CNA at a private, home care setting
· Managed a staff of four caregivers
· Provided all training required for care of patient
· Responsible for money management, including payroll and budgeting
