Nancy M. Aulbach


4300 WAIALAE AVE. APT. A-1905 HONOLULU, HAWAII 96816


TEL:  735-9518  E-MAIL:  Nmsa@aol.com





	SKILLS





Computer Knowledge :  DOS - COBOL - Basic - Pascal - “C” - WP6.0 - Lotus - dBase III+ - Claris Works - MS Word Excel  


Great interpersonal skills, friendly, and          excellent team player


Strong leadership ability, guidance, and direction


Excel in seeking solutions


SECOND LANGUAGE:  Conversational German





	EDUCATION





	Also took graduate level courses at Chaminade University, 	Honolulu, Hawaii(1/1997-3/2000)


	Hawaii Pacific University, Honolulu, Hawaii           


	Bachelor of Science Business Administration in Computer     	Information Systems (5/95)				   





	EXPERIENCE





	      SECRETARY/ACCOUNTS RECEIVABLE     9/92-11/96                                


    		ASIA MALL                         HONOLULU, HAWAII                                                    


Assisted owner in all functions of property management for mall comprised of 33 businesses.


Excelled in tenant relations ensuring win-win resolutions of complaints and timely responses to service requests.


Generated monthly billing notices, checks to vendors and suppliers to cover invoices, and reconciled bank statements.


Calculated all business taxes (Federal Insurance Contributions Act, General Excise Tax) and payroll.


  Special Project:  Organized and conducted walking tours      


  through historic Chinatown for tourists and prospective 


  clients.  Heavy focus was placed on cross cultural 


  education.  Sharing of experiences and business 


  differences.


	  	SECURITY OFFICER                  8/89-7/92


		BURNS SECURITY                    HONOLULU, HAWAII


Assigned to positions at Hawaii Pacific University, The Townhouse Condominium, and a low-income housing site.


Maintained a safe environment for all tenants, both residential and commercial.


Frequently called upon to mediate conflicting situations.  Outcomes supported management policies and were in compliance with governing laws.


REFERENCES  Available upon request.




















