Diane C. Clark
(Currently in process of relocating to San Jacinto county area)
7727 Western Oak

Houston, Texas 77040

(H) 832-651-5922
(O) 713-572-3724

EDUCATION:

S. P. Waltrip Sr. High School




       

          1980-1984




Graduate - Project L.E.A.P.





           February 29, 2000

SKILLS:

Windows (up to and including XP), Adobe Acrobat 5.0, Microsoft Word, Excel, Access, Outlook, PowerPoint, Publisher and FrontPage, scanning, typing; excellent telephone, customer service and Internet skills; creative and practical use of available resources; graphic design, 10 Key and dictation, filing, faxing, making copies.

EXPERIENCE:

02/99– Present

HOUSTON AREA HIV SERVICES





Houston, Texas




RYAN WHITE PLANNING COUNCIL OFFICE OF SUPPORT

Position:
Council Coordinator


Duties:

Same as below plus supervision of support staff secretaries. 

Position:
Assistant Coordinator


Duties:

Responsible for updating, maintaining, editing, publishing and distributing the Houston HIV Resource Guide; schedule, set up and preparation of materials for meetings and conferences; prepare notices for and take minutes at meetings; update and maintain website; Access database manager; enter purchase orders and approve invoices; enter new employees and bi-weekly payroll into the County accounting system; request quotes for, coordination of 2 televised public hearings (yearly); design and place advertisements; design and implement new forms; design brochures, flyers, business cards, presentations, and programs; budgeting/grant management; type correspondence for Council Manager; make travel arrangements for staff and volunteers; order office supplies and service for office equipment; Internet research; miscellaneous typing, filing, faxing, copying, scanning.

Starting Position:
Support Staff Secretary

Duties:

Answer incoming calls, enter purchase orders, approve invoices, enter time for payroll, place advertisements in newspapers, type correspondence for Council Manager, Health Planner and volunteers, webmaster, make travel arrangements for staff and volunteers, create forms, order office supplies and service for office equipment, outgoing mail and incoming mail distribution, miscellaneous typing, filing, faxing, copying, scanning.

01/98 – 02/99

ROSS HILL CONTROLS






Houston, Texas

Position:
Secretary to Training and Test Departments
Duties:

Schedule U.S. and international customers for training courses, type correspondence for both departments, create charts and graphs, transfer freehand electrical drawings into graphics program, coordinate supplies and training materials for three, week-long classes per month, assist trainees while in USA, answer incoming calls for both departments, file, and make a lot of copies.

02/96 – 01/98

MEDIX CONSTRUCTION, INC. & D. I. GROUP ARCHITECTS


Houston, Texas

Position:
Executive Secretary/Office Manager/Building Manager
Duties:

Take dictation and type all correspondence for the presidents of both companies, assist job superintendents nationwide, coordinate monthly progress reports for all jobsites, type contracts and highly confidential documents, make travel arrangements, carefully screen all calls for both presidents, schedule meetings, order office supplies and equipment, create forms, make blueprints, screening of job applicants, train new employees, run errands, keep petty cash, collect rent, order maintenance and service for 3-story office building, show rental space.

Starting Position:
Receptionist/General Office
Duties:

Answer incoming calls, carefully screen and direct calls, prioritize and distribute company mail, order office supplies and blueprints, typing, filing, faxing, and copying. Position upgraded after 4 months.

02/94-12/95

WEDDED BLISS BRIDAL DESIGN





 Self Employed

Position:
Owner/Designer
Duties:

Design and create custom wedding attire, ladies clothing and home décor.

REFERENCES:
Available upon request.

