Kylee Peterson

8017 1st Ave NE; Seattle, WA  98115  —  206-527-6288  —  skywise@drizzle.com

Objective

Temporary positions that will challenge my administrative skills and encourage further learning and growth.

Summary

Creative, enthusiastic, and meticulous self-starter with a background in telecommunications and computers. Innovative, quick to learn, accurate, and reliable. Proven ability to communicate succinctly and accurately. A talent for improving existing procedures and creating new ones where necessary. Extensive knowledge of HTML, Windows, Microsoft Office, and many other programs.

Professional Experience
Jan 2001 - Mar 2003 :  Innovative Communications Technologies, Seattle, WA

Installation Engineer.  Created Access trouble ticket database, maintained it, and trained other users.  Edited official correspondence.  Edited HTML and Javascript by hand to maintain and expand company web site.  Coordinated with local telephone companies.  Provided installation support and troubleshooting to customers.  Ordered and tracked customer service by contractors.  Installed automatic dialing equipment.

Jan 1998 - Dec 2000 :  Winstar (formerly PacNet), Tukwila, WA 

Acting Lead, ASR Group.  Initiated error screening in the order process.  Independently organized a three-person team for over one year.  Produced reports detailing order flow and errors.  Documented and improved processes.  Wrote and maintained department manuals.  Used Bellcore standard form to order service from local telephone companies.  Served as reference for colleagues regarding frame relay and other data services.

Nov 1997 - Jan 1998 :  Employers Overload, Seattle, WA

Operated a telephone switchboard.  Updated Windows databases.  Performed light desktop publishing and general administrative duties.

Oct 1997 - Nov 1997 :  PacNet, Tukwila, WA

Data Services Specialist.  Demonstrated excellent customer service, telephone, and organizational skills.  Gained a beginning knowledge of the telecommunications industry.

Jul 1996 - Oct 1997 :  Costco Business Center, Lynnwood, WA

Sales Service Representative.  Demonstrated good customer service and telephone skills.  Invented and implemented procedures for handling out-of-stock items.  Earned accolades

for accuracy under fast-paced conditions.  Excelled in multi-tasking and attention to detail.

1993 - May 1995 :  Hummingbird Associates, Bainbridge Island, WA

Office Assistant.  Created a quarterly newsletter from raw text, including desktop publishing, proofreading, and assembly of printed materials for mailing.  Trained temporary employees.

Education

Associate of Science degree, Seattle Central Community College, 2004.

