Meredith Kay Butler

208 Avalon Way

McDonough, GA 30252

770-320-8982
S U M M A R Y  

I am a highly creative, multitalented aspiring web and graphic designer. I, like so many others, was laid off in June of this year. I have taken this opportunity to go back to school in the field of web graphics and design. I am currently enrolled at Griffin Technical College with a major in web design. I have been creating and maintaining websites since 1998, which also includes setup, domain registration, hosting, etc. I am self taught, learning by deconstructing and creating new. I am currently teaching myself MySpace manipulation using div overlays so as to create more advanced and attractive layouts. I have exceptional collaborative and interpersonal skills as well as being a dynamic team player with excellent written and verbal abilities. I am very versatile and learn very quickly. I am the go to person for anything computer related and excel in this field. I am extremely well organized and enjoy an organized work environment. I have several large gaps in my resume where I was lucky enough to be a stay at home mom. 
W O R K  H I S T O R Y  

· 10/2006-06/2009     RL Trucking, Inc. Accounting manager  All company billing (Quickbooks), payroll, 
employee leave, correspondence, web design & maintenance, collections,  
banking, all things IT
· 10/2004 – 8/2006    Bookkeeper – Fairview Elementary School
Bookkeeping, record keeping, purchasing, answering phones, customer service, fundraising, bank deposits, AS400, employee leave, typing, awards program, payroll, designing flyers, correspondence, budgets, newsletter
· 8/2004-10/2004       Kindergarten Paraprofessional – Locust Grove Elementary
Supervising kindergarten students, assisting teacher with class, attendance, light typing, organization, copying, filing, anything creative
· 3/2003-8/2004         Permanent Substitute – Fairview Elementary
Supervising/teaching classes K-5, working in the office, basic secretarial/receptionist, work, PowerPoint projects, answering phones, directing calls, typing, correspondence, sorting mail, copying

· 8/2002-5/2004         Afterschool Program – Fairview Elementary School
· 8/2002-3/2003         Substitute teacher – Henry County Schools
· 5/1993-8/1993         Data Entry Clerk, Vantage, Inc.
The position I held at Vantage was temporary. My duties required typing, data entry and various other secretarial duties

· 7/1992-11/1992       Secretary, Georgia Regional Hospital
The position I held at Georgia Regional was temporary. As the secretary for the Activities Coordinator, my job included typing, word processing, computer, phone, filing, employee time cards, and vacation calculation. In this position I was required to adapt to any situation very rapidly.

· 1990/1991                 Inside Sales Agent, Nexxus Hair Care Products
I began work at Nexxus through a temporary service. I was originally hired as a receptionist. I was promoted to an Inside sales Agent when a position became available.  I worked daily with clients on the phone as well as in person. My duties required dictaphone, computer, filing, as well as excellent people skills.
· 1989/1990                Customer Service Phone Representative, Coin Financial Services

Answering incoming calls, dictating information directly into computer, forwarding calls to the necessary department, summarizing calls

S  K  I  L  L  S

· Microsoft Office
· Quickbooks

· Payroll/Payroll taxes

· HTML/CSS

· Web design

· Paint Shop Pro 6-10
· Graphic creation

· Photo editing

· Photo retouching

· Video Editing



Adobe CS4


Photoshop


Illustrator


Dream Weaver


Flash











