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Sharon Ziembicki

	Career Objective
	To secure a Web Designer/Developer and/or Office Management position with an organization that will challenge my many professional business skills. I am seeking a mutually beneficial career position where my employer is cognizant of my contributions toward increasing sales, lowering costs and improving productivity.

	Professional experience
	2002 – Present
Concordant Systems
Kingwood, TX

Web Developer

· Work directly with service provider in the development of technology infrastructure and application development.

· Designed and maintained various websites (links available upon request)

· Managed Email via MS Exchange Server for multiple hosted domains

· Network Administrator (Backup & Recovery)

· Software skills and responsibilities include Windows 2000, MS Visual Studio .Net 2003 & VB .Net, MS Web Matrix, MS SQL Server 2000, MS T-SQL, Swish (Flash Graphics), TCP/IP, HTML, MS .Net Framework 1.1, MS ISA Server (Firewall).

1998 - 2003
Ural Corporation
Kingwood, TX

Office Manager

· Office Manager, Primary Logistics, Data Entry, Primary Accountant for International Raw Plastics Brokerage. 

· Position required that I act as primary Customer Relations manager along with standard duties of Order Entry, Order Fulfillment, Collections Agent, Inventory Controller, etc.

· Authored complex business application using MS Access that tracks shipments and cash flow.

· Software skills and responsibilities include Windows 2000 Network Administrator, Liaison to 3rd party Service Providers. Power user in Excel, QuickBooks, Word, Access.

1998 - 2003
Art Appraisal, Inc.
Kingwood, TX

Part-time Accountant

· Maintain all financial applications (QuickBooks) for fine-art appraisal business

1997 - 1998
Kingwood College Police Dept
Kingwood, TX

Office Administration

· Schedule ground transportation for pick-up and delivery 

· Prepare manifests

· Handle customer inquiries and complaints

· File and archive transportation logs.

1994 - 1996
Texas Department of Corrections
Dayton, TX

Correctional Officer

· Maintain Security



	Verbal Languages
	English; Elementary Spanish

	Technical Skills
	· MS Windows 2000 Network Administrator 

· Liaison to 3rd party Service Providers

· MS Excel, 

· QuickBooks, 

· MS Word, 

· MS Access,

· MS Power Point

· MS Visual Studio .Net 2003 & VB .Net, 

· MS Web Matrix, MS SQL Server 2000, 

· MS T-SQL, 

· Swish (Flash graphics), 

· TCP/IP, HTML 

· MS .Net Framework 1.1, 

· MS ISA Server

· MS Exchange Server

· Websense 5.0

	Extracurricular activities
	Active member and volunteer at local Church

	Interests and activities
	Equestrian; Own and raise horses. Golf.

	Education
	1997 - 1998
Kingwood College
Kingwood, TX

Office Administration (OFAD) Administration Program

· Courses successfully taken with a GPA of 4.0 include: Keyboarding skills covering business writing training; Advanced Skill building for MS Word; Introduction to Computers – includes MS Word, Excel, Access database, PowerPoint, and Netscape; Business Applications – Spreadsheets using MS Excel 97.

· General college courses: Biology; Algebra; Sociology; Criminal Investigation; Crime in America; English – Developmental Writing; and Physical Education.

· Honored for OFAD supplemental instructor during the Fall semester 1997 at Kingwood College. This was for teaching and guidance during open computer laboratory hours. Named to Dean’s list for Spring Semester 1998.

1994
Sam Houston State University
Huntsville, TX

Criminal Justice Certification Program

· Study program for job skills enhancement for Texas Department of Criminal Justice. The program was 120 credit hours, successfully completed.




