Heather A. Turner

4955 Nelson Rd.   Cazenovia, NY   13035   

Employment

Office Coordinator






          2006-Present

Syracuse University H. Douglas Barclay Law Library

· Assistant to Director and Assistant Director of Law Library

· Budget – purchase requisitions, comparison shopping, deposits

· Conference planning and organizing
· FAB – Syracuse University Budget Program

· Ordering Supplies – Material Distribution, Staples, etc.

· Organizing of Catering events at Law Library

· Payroll

· Supervision of Work Study Students

· Use of Excel, WordPerfect, MS Word, Publisher, PowerPoint

· Voyager

Library Assistant







        2001-2005

Wells College Long Library



   

          Aurora, New York

· Checked in/out books

· Worked in Reference with OCLC, numerous databases, and Interlibrary Loan

· Shelved books using DD and LOC systems

· Worked in a variety of offices including Serials, Cataloging, Acquisitions, Archives, Reference, and Interlibrary Loan.

· Circulation and front desk time

· Trained and supervised student Library Assistants

· Trained in Voyager, shelving, computer programs, and Interlibrary Loan (OCLC).

Education

Bachelor of Arts Cum Laude


Wells College






        Years Attended 2001-2005


History Major







          Aurora, New York

· Book Arts Minor

· Religious Studies Minor

· Amnesty International President 

· Community Service Board
· Dining Hall Committee (Founder)

· Japanese Club Treasurer

· Student Diversity Committee (SDC)

· Wells College Book Club (Founder)

Regents Diploma with Honors




     Years Attended 1988-2001
Cazenovia High School






Cazenovia, New York

· Accelerated English and History

· Band

· Chorus (Girls and Mixed)

· Culture Club (founder)

· National Honor Society

· Orchestra

· Student Council Representative

· Yearbook

Skills and Experience

Lecture and Book Signing






      Spring 2004

Francis Bok (Ex-slave from Sudan)




          Aurora, New York

· Organized lecturer from I-Abolish (American Anti-Slavery Group)

· Organized book signing with Walden Books

· Arranged classroom workshops with Mr. Bok

· Organized lunch-discussion between Mr. Bok and student body

· Setup dinner and discussion with Mr. Bok, student body, staff, and faculty.

Matter and Spirit






                       May 2004

Book Arts Symposium






          Aurora, New York

· Workshop assistant in Asian Papermaking (Iowa Center of the Book workshop) with Lynn Amlie

· Workshop assistant in Decorative Papers with Carol Blinn

· Assisted lecturer Donald Jackson of the Creation Process of the Saint John’s Bible Lecture

Wells College – Long Library






      Spring 2003

Archives and Rare Book Room Internship



          Aurora, New York

· Organized and formed a database of book in Rare Book Room
· Organized photos for placement in binder and circulation (promoting access of materials)

· Bound senior theses

· Worked in Archives with Helen Bergamo, Archivist (315)364-3351

Internship in School Librarianship




                 January 2003

Cazenovia Central Schools





    Cazenovia, New York

· Worked with computer databases entering books into cataloging system

· Observed and participated in informational reference classes between Librarians and high school students

· Assisted with Middle School research projects

· Researched books and websites for teachers and students

· Cataloged books into school’s cataloging system

· Helped with preparing searching material for students during reference classes

· Observed and participated in day to day operations of a Middle School and High School Library. 
Computer Skills

· Adobe Acrobat

· Copiers

· Excel/PowerPoint

· FAB (Syracuse University’s 
Budgeting System)

· Fax machines

· Internet (HTML)

· OCLC

· Publisher (newsletters, pamphlets, etc.)

· UPS (online)

· Voyager

· WordPerfect/Microsoft Word (80-100wpm)

References
Mrs. Barbara Wells – Treasurer of Syracuse University – 315/443-2486

Dr. Elsie Torres – Cataloging Librarian at Wells College – 315/364-3351

Ms. Frankie Anderson – Reference/ILL Librarian at Wells College – 315/364-3351

Ms. Helen Bergamo – Archivist at Wells College – 315/364-3351

Dr. Jean Regan – Principal at Cazenovia Central School – 315/655-1324

