Minako Pierce

10240 Madison Steet

Omaha, Nebraska 68127-5405

Phone: (402) 502-0731 · E-mail:minako456@hotmail.com


POSITION: Posting #9646:Tape Auditor

WORK EXPERIENCE:

Karatsu Computer School – Saga, Japan


3/2000 ~ 10/2002

Lecture Assistant/Computer Lab Support

· Classes assisted:

· Spreadsheet Application - Functions and graph creation (MS Excel)

· Word Processing – General Usage (MS Word)

· Internet and mail program usage (Internet Explorer/MS Outlook)

· Provided assistance to computer lab users

Saga Board of Education – Saga, Japan


11/2001 ~ 9/2002

Information Technology Adviser

· Troubleshoot classroom and staff computers. (Windows OS)

· Prepare and give computer lectures to teaching staff. (MS Word, MS Excel)

· Connect staff computers to local area network. (LAN)

· Computer class assistant. (MS Word, MS Excel, MS Paint)

· Prepare and conduct after-school computer club lessons. (MS Excel, Internet)

Marubeni Utility Services, Ltd. - Saga, Japan

3/2001 ~ 10/2001

Secretary/Administrative Assistant

· Preparation and modification of office presentations. (MS Powerpoint)

· Office document and spreadsheet creation. (MS Word/MS Excel)

· Assistant and interpreter for foreign staff.

· Japanese/English translation and interpretation.

· Organized living accommodations.

Saga Prefectural Civil Engineering Office - Saga, Japan
11/1999 ~ 12/2000

Administrative Assistant

· Bid preparations for construction contracts.

· Filing management contracts, construction design specifications, etc.

· Data entry and database modification. (MS Access)

EDUCATION

Metropolitan Community College



Graduated: 8/1999

Associate of Science in Programming Technology

Cumulative GPA: 4.0

Major: Microcomputer Programming Technology

Programming Language Emphasis:
C, C++, COBOL, Visual Basic, Visual C++, Pascal

TECHNICAL SKILLS

Operating Systems

Windows

Programming Languages
C, C++, COBOL, Visual Basic, Visual C++, Pascal

Software Applications
Microsoft Word, Microsoft Excel, Microsoft Access
