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Amanda H. Chase

EDUCATION


Master of Science, Education Technology

August 2006
   
 Boise State University

· Gem State Scholarship Recipient

· 4.0/4.0 GPA

Bachelor of Science, Business

May 2004
     Point Park University

· Graduated Summa Cum Laude
· 3.95/4.0 GPA
· Dean’s List recognition
· Inducted into Alpha Chi, honors fraternity, February 2004

Associate of Applied Science, Business Management

May 2000

Community College of Allegheny County

· 3.54/4.0 GPA
· Dean’s List recognition
· Inducted into Phi Theta Kappa, honors fraternity, March 2000

· Studied business, management, and accounting courses
PROFESSIONAL CERTIFICATIONS

Microsoft Office Specialist Master

February 2006

· Proficiency in Word, Excel, Access and PowerPoint

PROFESSIONAL SKILLS

	▪  Microsoft Word 
	▪  Microsoft Access
	▪  Microsoft Excel
	▪  Microsoft Publisher

	▪  Microsoft FrontPage
	▪  Microsoft Visio
	▪  Microsoft Outlook
	▪  Lotus Notes

	▪  Adobe Photoshop
	▪  Adobe Illustrator
	▪  Macromedia Dreamweaver
	▪  Macromedia Flash

	▪  QuickBooks 2005
	▪  Trend
	▪  Elite
	▪  Quicken

	▪  HTML
	▪  CSS
	▪  PHP
	▪  MySQL

	▪  VI/VIM
	▪  Windows XP
	▪  Windows 2000
	▪  Windows NT

	▪  Windows 9x
	▪  Linux
	▪  Unix
	


DIGITAL PORTFOLIO


http://edtech2.boisestate.edu/chasea/portfolio/
PROFESSIONAL EXPERIENCE


Computer Applications Instructor

June 2005 - Current

New Horizons Computer Learning Center

· Applications instructor for adult learners

· Taught courses including the following:  Microsoft Office suite 2000 – 2003, Adobe Photoshop, Macromedia Dreamweaver MX 2004, PageMaker 7.0, Macromedia Flash MX 2004, Quick Books 2005 and Lotus Notes 6.5
· Earned an average rating of 8.5/9 by the students through course evaluation surveys
· Traveled 25% of the month to corporate on-sites for training employees
Financial Aid Information Processor

March 2004 - June 2005
Education Management Corporation

· Payment, problem resolution, and tracking of loans for 25 Art Institute schools

· Processing and problem resolution related to FAFSA files

· Interaction with school and Department of Education personnel regarding student loans

· Worked intensively with Microsoft Excel and other Windows based programs
· Paid close attention to deadlines, maintained an organized environment, and worked well in a minimal supervision department
     Accounting Payables & Special Projects

August 2001 - January 2004
     Klett Rooney Lieber & Schorling
· Implemented expense software usage, created training program, and trained company offices on its use
· Prepared federal and state reports on Political Action Committee contributions  
· Created spreadsheets to track various attorney activities
· Yearly 1099 filings to the IRS including vendor W9 maintenance
Accounts Payable

August 2000 - August 2001

IKON Office Solutions

· Payment, invoice entry, and reconciliation of a nine million dollar IBM Credit Corporation Account involving purchase order based invoices and credit memos

· Maintained disputed trades database for vendor invoices and worked closely with the Quality Control contact in other offices to solve problems with purchase orders

· Made payments to vendors on a weekly basis

· Miscellaneous invoice entry and problem solving for other purchase order related invoices

     Office Manager

January 2000 - August 2000
     Advanced Computer & Network Corporation
· Coordinated office activities including: screening phone calls, setting appointments, maintaining office supplies, data entry, filing, mail sorting and delivery
· Arranged marketing packages for prospective customers along with calling potentials
· Internet research for special projects such as competitor information






