Erinn E. Murphy

5023 44th Ave NE

Seattle, WA 98105

Phone: (206) 524-3484

Email: eem2@calvin.edu 
OBJECTIVE

To secure a position where I can utilize as well as enrich my administrative, customer service and leadership skills.

QUALIFICATIONS

· Enthusiastic, people-orientated person

· International experiences

· Works independently with attention to detail and accuracy

· Thorough, organized, proactive, dependable worker

· Possess leadership skills and the ability to multitask in a fast pace environment

· Can relate well to people of all ages

SKILLS

· MS Windows 2000, XP

· Proficient in MS Word, MS Excel, MS PowerPoint

· Familiar with MS Outlook

· Knowledge of Fireworks, MSPub, Adobe

· 55 wpm/10-keying

WORK EXPERIENCE

Diverse Employment Inc. (temp)
(Summer 2000-present)
Seattle, Washington 

Responsibilities:
· Various temp assignments

· Administrative assistant

· Switchboard, filing, faxing, copying, distribution of mail
· Front desk receptionist
· Data entry

· Customer service

Hekman Library


(September 2001-present)

Calvin College

Grand Rapids, Michigan

Responsibilities:

· Library assistant at Circulation desk

· Unicorn WorkFlows Library Management System

· Handling money transactions 

· Customer service/answering phones

Teacher Assistant 


(Fall 2002) 

Calvin College

Grand Rapids, Michigan

Responsibilities:

· Pre-lecture preparation including handouts, PowerPoint presentations and slide scanning

· Maintained listserve

· Organized publicity for Middle East public speaker events

Habitat for Humanity Jordan 
(August 2002)
Amman, Jordan

Volunteered for HFHJ for two weeks.  Gained an understanding of how a philanthropic NGO operates.

Responsibilities:

· Created a PowerPoint presentation for the Rotary

· Presented a proposal for piloting a partnership between a local school and HFHJ

Wadi el-Far’a Project

(Summer 2002)
Jordan and the West Bank

Took part in environment assessment of the Wadi el-Far’a (West Bank) watershed project with the Birzeit University and Calvin College partnership.

Responsibilities:

· Report typing and editing, Arabic-English translation and transliteration, and administrative coordinating

· Attended data transfer conference, Jerusalem

· Hydro geological field work in Wadi Shueib, Jordan

EDUCATIONAL BACKGROUND

University

Enrolled at Calvin College, Grand Rapids, MI

GPA: 3.885

Credits: 76

Class level: Junior

Recipient of Calvin Dean’s Scholarship

Studied at Centre Universitaire d’Études Françaises at Université Stendhal Grenoble 3, France (Spring 2003)

Majors: Economics and French 

FOREIGN LANGUAGES

French

Arabic

REFERENCES AVAILABLE UPON REQUEST
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