LAURIE N. ZUCKERMAN
3909 W. Camas Street, Boise, ID  83705

cell: 208 – 631 –  1890             e-mail: laurie.zuckerman@yahoo.com

Summary:
Administrative Assistant, Idaho Department of Commerce

Education:
Master of Teacher Education, Eastern Oregon University, La Grande, OR, 8/03. GPA –3.84

Master of Arts, Pastoral Studies, Seattle University, WA, 1994.  GPA—3.79

Bachelor Arts, Religious Studies, University of San Diego, CA, 1983.  GPA—3.67



Civil Engineering, California Polytechnic, San Luis Obispo, CA, 1978 – 81
Certifications




Idaho Education Credential, September 2003




All Subjects K through 8, Standard Math through grade 9
State of Oregon Initial Teaching License, September 2003

Pre-K through Elementary Self Contained, Middle School Mathematics


Idaho Technology Competency Examination, June 2003


Youth Ministry Training Course, Diocese of San Diego, 1983.
Experience: 
 

Administrative Assistant and Office Manager, 
Idaho Department of Commerce, Boise, ID, 2007 – present



Analytic Associates, Boise, ID, 2005 – 2007
· Responsible for meeting and event logistics including scheduling site logistics, preparation of agendas and meeting materials, coordination of audio-visual equipment, preparation of refreshment services, and distribution of meeting notes
· Co-manage shared databases, files, and supplies including: International Drive files, Certificates of Free Sale, MOUs, and International Division gift and travel supplies

· Prepare and track division’s financial items including purchase orders, invoices, event fees and some travel reimbursements

· Create and track purchase orders and travel requests.  Created Excel work books to track international travel expenses and automatically populate reimbursement sheet
· Responsible for updating International Divisions website and some international trade statistics

· Co-Manage Commerce’s Salesforce Data Integrity Team and member of Salesforce Core Team

· At Analytical Associates, responsible for medical billing, assisting patients with questions and concerns, payroll, financial statements, and corporate budget
Teaching, Maxine Johnson Elementary, Parma, ID, 8/03 – 6/05, Fifth Grade Teacher



Adian Elementary and Middle School, Adrian, OR, 8/02 – 5/08, Intern Teacher



Syringa Middle School, Caldwell, ID 8/01 – 5/02

· Planned, taught and assessed fourth through tenth grade multiple subjects 

· Served on Professional Development Committee and Mathematics Curriculum Team

· Taught as part of an interdisciplinary, special education team in an extended resource room

Youth Director, St. Mark’s Catholic Church, Boise, ID, 1987 – 1997
St. Charles Borromeo Catholic Church, Point Loma, CA, 1983-1984

Good Shepherd Catholic Church, volunteer young adult leader, San Diego, 1984-1988

· Created and maintained high school programs for church with over 1,800 families

· Recruited, trained and supervised volunteers to lead youth programs

· Initiated and maintained positive communication and interaction between youth, parish, diocese and local communities
· Authored Food for the Family Spirit (under previous name, Laurie N. Bowen), published by Sheed and Ward, 1997
Customer Service, Pre-Paid Legal, Huntley Park Law Office, Boise, ID, 2006 
ISSCO, Computer Software Firm, San Diego, CA, 1985 – 1987

· Answered and directed customer calls for international computer company’s hotline and for Pre-Paid Legal Services  
· Responded to clients’ legal need calls by taking detailed notes and  transmitting to staff attorneys 
· Translated consultant notes into individual potential computer bugs to be fixed by engineers
· First contact person for customers with complaints 


References gladly given upon request.
