JOHN KIRKPATRICK

No. 12 East of Tuanjiehu Street
Apt. No. C-12-I

Chaoyang District, Beijing 100026,PRC

Phone:  13121118697
[url=mailto:johnak88@yahoo.com]
 QUALIFICATIONS:     
·      Assisted library users and visitors with selections and performed circulation services  
·      Processed Library Cards and PC Passes
·      Processed Weekly Deposits, Prepared Daily Cash Register Drawer and Closed Cash Register Nightly
·      Answered some reference and informational questions
·      Checked Processed Library Card Applications for Missing or Unclear Information
·      Maintained Self-Check-Out Stations
·      Processed Refunds for Library Materials Found by Patrons 
 RELATED EXPERIENCE:
 2005-2008                            ORANGE COUNTY LIBRARY SYSTEM (ORLANDO, FLORIDA)
                                                Library Clerk (January 2005-March, 2008)
1996-1998                            MANOA PUBLIC LIBRARY (HONOLULU, HAWAII)
                                                Library Assistant III-Substitute Hire (June, 1996-February, 1998)
 1993-1994                            MADISON PUBLIC LIBRARY (MADISON, SOUTH DAKOTA)
                                                Library Assistant II (April, 1993-July, 1994)
 1992-1993                            MADISON PUBLIC LIBRARY (MADISON, SOUTH DAKOTA)
                                                Volunteer (December, 1992-March, 1993)
 OTHER EMPLOYMENT:
 1998-2004                            HAWAIIAN EYE CENTER (WAHIAWA, HAWAII)
                                                 Buyer (November, 1999-March, 2004)
·      Developed new computer recording system for tracking purchasing records
·      Purchased all drugs, medical/surgical supplies and office supplies for all offices 
·      Checked-in, received and delivered goods to appropriate departments
·      Followed up on back orders and account credits following the return of goods
·      Updated back-up computer disk files weekly
·      Obtained from vendors, and kept track of Material Safety Data Sheets
·      Matched vendors invoices to purchase orders to ensure accurate billing
                 Patient Accounts Representative/Clerk (March, 1998-November, 1999)
·      Processed daily deposits, including verification of previous day’s receipts
·      Patient and insurance refund processing
·      Followed up with insurance companies on outstanding insurance claims
·      Processed and distributed departmental mail
·      Pulled and filed back patient charts used by departmental personnel
·      Ordered supplies for department and gave to company buyer
·      Insurance coverage verification for incoming patients to ensure coverage
·      Special Projects as assigned by department manager

EDUCATION:              B.A., Whitworth College, Spokane, Washington, 1986
                                                Major:  Communications and Marketing
