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·  Classroom Instruction
 Customer Service          Hebrew Fluency
·   Training 

    Supervision


    Sales 
·   Telemarketing

   Creative Writing

               Word Processing

·   Mathematics

   Problem Solving


   Public Speaking
Excellent interpersonal communication skills with the ability to establish immediate rapport with persons of diverse interests and backgrounds, both professional and nonprofessional.

Industrious and ambitious with strong motivation to achieve personal and organizational objectives.

Solid work performance history demonstrating competence, stability, dedication, and commitment to excellence.

Totally accountable and professional at all times.

PROFESSIONAL EXPERIENCE

February 2007 to Present:  ARO, Inc., Kansas City, Missouri

Project Manager

Originally hired as a telephone life-insurance interviewer.  My duties consisted of contacting persons who had applied for life insurance policies and asking a series of questions during a 20-30-minute interview to determine the persons’ eligibility for term life insurance.  After three months I was promoted to Project Manager.  Project management responsibilities include conducting initial and continuing on-line training to salespersons all over the United States who work on line from their homes, monitoring the salespersons’ progress, and acting as a liaison between ARO and client companies.  Although I was a full-time employee, since November 2008, I have been working only about five hours a week.
Congregation Ohev Shalom:  Prairie Village, Kansas

September 2008 to January 2009
Hebrew and Religious Studies Teacher
Responsibilities included planning and delivering course work for elementary school age children in basic Judaism and conversational Hebrew.  I am no longer teaching children but will conduct future classes in conversational Hebrew for adults if a sufficient number of persons sign up for the classes.
August 2005 to November 2006:  Summit Fitness, Lee’s Summit, Missouri

Fitness Counselor

Responsibilities included giving potential health club members tours of the gym, explaining the different exercise and comfort amenities of the gym, reviewing various membership options, selling gym memberships, and training members how to exercise to achieve their health and fitness goals.
September 2005 to December 2005:  The Religious School of Conservative Judaism, Congregation Beth Shalom, Kansas City, Missouri

Hebrew Teacher
Responsibilities included writing the textbook for a class in “Hebrew for Travelers,” instructing the class for high school students using oral and visual materials, evaluating the students’ performance, and informing parents of their children’s progress.  I received very positive feedback from both the students and the Director of Education.

February 2005 to July 2005:  Time Warner Cable, Inc., Kansas City, Missouri

Customer Care Specialist
Responsibilities included taking back-to-back telephone calls from cable TV customers for the purposes of  selling additional services, trouble shooting, and researching and explaining bills.
November 2003 to January 2005:  Caremark RX, Inc., Lee‘s Summit, Missouri.

Customer Service Representative

Responsibilities included taking back-to-back telephone calls from employees and retirees of corporate and governmental organizations for the purposes of refilling their prescriptions, explaining the benefits and limitations of their prescription benefit plans, researching prescription drug co-payments, researching and clarifying billing questions, illuminating when a Caremark mail-order pharmacy should be used and when a local pharmacy is appropriate, and calming irate or upset customers.

October 1997 to October 2003:  Galen Boyer Motors, Independence, Missouri

Sales and Leasing Representative

Responsibilities included the asking of probing questions to assist prospective buyers in selecting the car or truck that would best suit their wants and needs, demonstrating the appropriate vehicle, selling the features and benefits of the product, negotiating a price acceptable to the prospect and the dealer, helping the buyers select the best purchase or lease plan for their needs, closing the sale, delivering the vehicle, and following up to ensure continued customer satisfaction.

August 1988 to March 1997:  Western International University, Phoenix, Arizona.  This was a part-time, 12-months-per-year job that I performed in addition to my duties with the State of Arizona.

Associate Professor of Management
Responsibilities included the preparation and instruction of classes in management, economics, and marketing.  Classes taught included Organization Theory and Behavior, Microeconomics, Macroeconomics, Consumer Behavior, Supervision and Leadership, Business Communication, Business Math, and Business Policy.

From August 1982 through April 1986, I taught also at Arizona State University, Rio Salado Community College, and Adelphi Business College.

September 26, 1988 to October 1, 1995, and from October 5, 1996, to September 23, 1997:  State of Arizona, Department of Economic Security, Division of Employment and Rehabilitation Services, Phoenix, Arizona.

Unemployment Insurance Lead/Customer Profiling Specialist
Responsibilities included interviewing clients and employers to determine clients’ eligibilities for unemployment insurance and career training, giving guidance to clients about state programs designed to facilitate their re-entry into the work force, serving as acting supervisor during supervisors’ absences, training new and less-experienced employees, organizing and implementing special projects, speaking before numerous groups of employees to advise them of their rights and responsibilities under the Arizona Unemployment Insurance Program, and making legal determinations of clients’ eligibilities for unemployment insurance .  Special achievement:  Designed and authored Arizona’s first comprehensive Claims Taker’s Manual for unemployment insurance claims takers.

October 2, 1995 to October 4, 1996:  State of Arizona, Department of Economic Security, Division of Business and Finance, Office or Personnel Management, Phoenix, Arizona.

Assistant to the Personnel Manager
Responsibilities included writing from scratch departmental personnel policies, conducting research to ensure conformation of personnel policies to state and federal laws and to Department of Administration regulations, assisting the personnel staff with questions involving proper English, mathematics, and personnel laws and policies, controlling all unemployment insurance claims against the Department, acting as the Department’s representative in all appeal hearings, investigating employee grievances and writing decisions, and answering questions from State Service employees and the general public regarding departmental personnel policies and procedures.

April 1986 to July 1988:  Telecommunications Marketing, Incorporated, Tempe, Arizona.

Branch Manager
Responsibilities included the direct supervision of two Assistant Branch Managers, one Clerical Manager, and a Quality Control Manager; indirect supervision of eight Sales Managers and 100 Sales Representatives.  Also responsible for recruiting and interviewing and for the initial training and continuing development of managerial personnel at all levels in the branch.  Under my direction, the Tempe Branch quadrupled in size, and I developed more managerial personnel for transfer to other positions within the corporation than any other Branch Manager.

EDUCATION
Arizona State University, Tempe, Arizona.  Master of Business Administration.  Emphases on Management, Economics, and Statistics.  Special Achievement:  4.0 G.P.A. in all master’s-level courses.

Arizona State University, Tempe, Arizona.  Bachelor of  Science in Management 3.83 G.P.A.

REFERENCES AND PRIOR EXPERIENCE
Available upon request.


