Betty Simko

1820 Discovery Drive

Roseville,  CA 95747

(916)-613-5176  
Objective:   To secure a full time position with an established company with room for growth and advancement.  

Special Skills: 
Microsoft Office Suite



Payroll

Accounts Receivable/Collections

Accounts Payable

Typing 55WPM
certified


Ten Key by Touch

All General Office Duties


Human Resources

Diversity Training



Construction Software

Customer Service



Conflict Resolution Training
Instructional Assistant, Middle and High School




2014-2015

San Juan Unified School District

Assisted Special Education students with specific needs on tests and daily activities.  Supported teachers in the classroom with organized activities and basic academic work.  Relaying information regarding student’s behavior and progress in classes.
Secretary, Vice Principals Office 





2010-2014

San Juan Unified School District

Assisted Vice Principals with student behavior and behavior reports.  Answered incoming calls from teachers and dispatched campus monitors and sheriffs if necessary.  Created reports for discipline records at expulsion hearings.  Created passes for testing schedules for all grades.  Communicated with parents regarding student behavior. 
Secretary/ICT/




 



2009 - 2010
San Juan Unified School District

General front office responsibilities for different schools upon need under the direct supervision of principals and office staff.  Acted as a Substitute Instructional Assistant for Preschool Program and as Work Order Technician in the Maintenance and Operations Division of school district. Duties were different depending upon position.

Laboratory Representative:  






2008 - 2009
Quest Diagnostics/Pacific Staffing
Established priority of lab result to be phoned to physicians with patient’s results.  Confirmed attempts by inputting data into Quest proprietary computer system.  If physician could not be reached, escalated priority results to manager for resolution. 
Executive Administrative Assistant: 





2006 -2007
RFI Communications, North Highlands, CA

Human Resources, managed vehicle maintenance and registration, travel arrangements, scheduling, Input data into Timberline Construction Software. Contacted vendors to resolve warranty issues.  Coordinated closing contract binders and end of project documentation.

Office Manager:  







2002 - 2006
Owens Corning, North Highlands, CA
Assisted Branch Manager with all facets of Human Resources, payroll, travel arrangements, scheduling, assisting customers, project management, accounting responsibilities, shipping and receiving, phones, filing,  coordinating and organizing company wide events.
Education:

High School Diploma

Certificate of Completion – Computer Network Technician

Medical Coding and Billing 
References Upon Request

