Waylon JS Dixon

	4712 S. Bright Angel Trail

	Phone (928) 600-8807 • E-mail Waylon.dixon@nau.edu

	Education

	
	Degree seeking:  Bachelor of Computer Science with a Minor in Mathematics 
· Northern Arizona University, Flagstaff, AZ – January 2004 to Present
· College of Dupage, Glen Ellyn, IL – January 1995 to April 1995

· DeVry Institute, Addison, IL – August 1994 to December 1994

· Glenbard West High School, Glen Ellyn, IL – August 1992 to May 1994

	Skills

	· Programming languages: PHP, MySQL, JavaScript, Perl, CGI, XML, XTML/CSS JAVA, C/C++, Scheme, Prolog, Logism, and Assembly.

· PC, software, and office equipment troubleshooting, Windows 7 environment, Microsoft Office 2010, and Adobe Suite 5.5.
Work experience

	
	


· Northern Arizona University, School of Music, Flagstaff, AZ – (928) 523-3413
Administrative Assistant – February 2004 to Present

I provide administrative duties for the Director of Bands and Director of Orchestras.  
Responsibilities for the department include management of financial accounts, travel liaison and planner, management of office equipment, supplies, computers, and software, handle correspondence between departments, and oversee student worker staff and training. Additional duties include computer/software support, web design, photography, poster/flyer graphic design, and media recording. Supervisor: Daniel Schmidt.

	
	


· Northern Arizona University, Business Administrative Center, Flagstaff, AZ – (928) 523-6002

Administrative Assistant - March 2003 to December 2003

I provided general office assistance for the VP of Enrollment Management & Student Affairs.  Filing, data entry, copying, faxing, sorted mail, ordered, supplies, scheduled 
travel accommodations, created databases in Access, troubleshoot computer hardware, software and accessories, & assisted co-workers with general needs.  Supervisor: Jeanette Baker.

· Cablevision of Flagstaff, Flagstaff, AZ – (928) 774-3661

Customer Service Specialist – February 2002 to September 2002


I assisted in opening new accounts for cable programming services; answered billing/order inquires, troubleshoot programming problems, scheduled appointments, provided PC troubleshooting, & processed refunds.  Supervisor:  Karen Foster.
· White Zuckerman Warsavsky Luna & Wolf, Thousand Oaks, CA – (818) 981-4226

Clerical/Tech Assistant – November 2000 to January 2002

I provided general office assistance for Office Services.  Filing, data entry, copying, faxing, sorted mail, ordered supplies, inventoried storage, troubleshoot computer hardware, software and accessories, & assisted co-workers with general needs.  Supervisor:  Julio Mancia.
· Bobrick Washroom Supply, Burbank, CA – (818) 764-1000

Clerical/Invoicing – June 2000 to October 2000

I provided general office assistance for Office Services.  Filing, data entry, copying, faxing, sorted mail, ordered supplies, & assisted co-workers with general needs.  Supervisor:  Irma Maldanado.

· CUShopper, Burbank, CA – (888) 287-4677

Customer Service/Sales Representative – May 1999 to May 2000

As the “top salesperson”, I provided customer services to Credit Union members to sell computers and home electronics.  Supervisor:  Edgar Saga.

· Source One North, Mesa, AZ – (602) 755-7535

Telemarketer – July 1998 to April 1999

I was commended as “top salesperson” in providing telemarketing services to sell software, credit management books, and access to low interest rate credit card companies.  Supervisor:  Terry Knitter.
· Northern Arizona University, College of Business, Flagstaff, AZ – (928) 523-3657

Clerk II – August 1996 to June1998

I provided clerical assistance for the Business Administration office for graduates:  Filing, packet preparation, bulk mailings, data entry, & copying. Supervisor:  Doris Patton.
· Matrixx Marketing/DirecTV, Ogen, Utah – (801) 629-6605

Customer Service Representative – December 1995 to July 1996

I assisted in opening new accounts for satellite dish programming service, answered billing/order inquiries, and troubleshoot programming problems.  Supervisor:  No longer employed with company.

