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1125 Puerto Vallarta Court, Merced, CA 95348 • 209 724-9335 
e-mail: susankline@dslextreme.com  & s_m_Kline@msn.com

Objective

To share the wealth of knowledge that I’ve learned about educational technology.
Skills/Qualifications

· Created Podcasts, blogs, wikis, Web pages, online course (with Moodle), etc. with current technology

· Taught Community College Business Education/Computer Application courses (26 semesters)

· Taught Community Education Classes (2 years)

· Wrote curriculum and attend curriculum meetings.

· Ability to prioritize multiple projects and work on multiple projects simultaneously

· Fully competent in word processing and spreadsheet applications such as Word, WordPerfect, and Excel

· Demonstrated ability to learn and become proficient with new technology

· Organizer within business office 

· Researched various software programs, textbooks, and investigated ways to perform tasks

Professional Experience

ADVANCE \d8Full-Time Instructor/Faculty
Years Employed: August 2004 to Present
Merced College, Business Division
Merced, CA
Instruct Computer Applications, Business Communication, Business English, Beginning Keyboarding,  Keyboarding/Word Processing, and Office Internship Seminar.
Part-Time Instructor
1995 to June 2004
Mt. San Jacinto College, Business Education Department
San Jacinto, CA
Instruct Keyboarding & Document Formatting I & II, Word Processing I & II, Keyboard Speedbuilding, Computer Practicum, Business Occupational Internships, Introduction to Technology and Business Communications & Technical Writing.  Substituted for several other classes:  Careers, Introduction to Computers, etc.

Teaching Assistant II (30 hr./wk., 11-month employee)
1994 to July 2004
Business Education Dept., Mt. San Jacinto College
San Jacinto, CA

Manage office with several departments:  Business Education, Computer Science, and Public Services [Administration of Justice, Fire Technology, Business Administration, Real Estate, and Legal Assistant Programs].  Tutor, keep student records, prepare assignments, grade assignments, keep office running smoothly (verbal & written communications), and supervise student workers. Assist Department Chair responsibilities of scheduling, communicating, and tracking instructors, rooms, schedules, etc.

Corporate Secretary
1986 to Present

Changing Times Sportswear Hemet, Inc.
Hemet, CA

A small retail business—which has doubled in volume over the past five years
Transitioned from Apple (Appleworks) to PC.  Designed and implemented an employee handbook, bad-check list and merge documents, letterhead, business cards, advertising, store signage, payroll (with QuickBooks Pro) Accounts Payable, filing, and inventory procedures.

Senior Teller
1 year

Bank of America
Hemet, CA

Recap, Insurance Clerk (& Teller)
5 years
Morris Plan (Thrift Corporation)
Hawthorne, CA 
Executive Secretary
1 year

Household Finance Corp.
Los Angeles, CA

Education

ADVANCE \d8
Master of Arts in Educational Technology (fully online)
February 2006-May 2007

Azusa Pacific University
Azusa, CA
ExecuTrain “Transition from Office XP to Office 2003” 8 hr. training
April 22, 2005

(Many Executrain (www.executrain.com) courses to upgrade versions throughout the years)
Fresno, CA

California State University, Fresno


One course towards Community College Teaching Certificate (mostly online/BlackBoard)
Spring 2005

“Learning and Communication Strategies in the Community College Classroom” (2 units)
Fresno, CA

Merced College

18-hour course:  “Teaching & Learning Academy”
Fall 2004
Bachelor of Science in Applied Management
Summa Cum Laude
Business School 
Spring 2001

Azusa Pacific University
Azusa, CA
“@MSJC Academy” (30 hours of technology workshops)
June 2000

Mt. San Jacinto College
Menifee Campus, CA

Associate of Arts in Social & Behavioral Science 
with distinction

Associate of Science - Mathematics & Science
Jan. 1990-May 1999

Mt. San Jacinto College
San Jacinto, CA

Early Childhood Education courses (14 units)
Spring 1979-Fall 1981
Orange Coast College
Costa Mesa, CA
Telecourse:  “The Growing Years” (childhood development-3 units)
Fall 1978
Coastline Community College
Fountain Valley, CA

Noteworthy accomplishments

Who’s Who Amongst American Teachers
2003, 2005, 2006, & 2007
Classified Employee of the Month
December 2003

Mt. San Jacinto College 
San Jacinto, CA

DSP Instructor Award for Instructional Excellence & Effort to Ensure Access & Equality

Mt. San Jacinto College
San Jacinto, CA
President’s Award “Most Helpful Classified Employee”
1996-1997 

Mt. San Jacinto College
San Jacinto, CA

memberships

Pi Lambda Theta
2007

International Honor Society and Professional Association in education

California Business Education Association (CBEA)
2006-07
International Association for administrative professionals (IAAP)
2005-06

Phi Theta Kappa Society Member
1999  

