Peter L. Felt
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Education/Certification

Brigham Young University
Provo, UT

Major
Management

Emphasis
Information Systems

Minor
English


Graduation Date
April 2001

University of Southern Indiana 
Evansville, IN

Degree
Masters of Business Administration
Expected Graduation
April 2006

Employment

Personal Assistant
August 2003 to Present

KCARC
Vincennes, IN

Assist adults with disabilities in their every-day tasks, including learning, budgeting, and taking medication.  

Support Technician . . . Senior Technician
November 2001 to May 2003
Convergys Corp.
Orem, UT

Telephone support technician for both Microsoft FrontPage and Microsoft Word while also assisting with problems in Windows 98, 2000, ME, and XP.  I learned to be a part of a support team and how to use several online resources for a wide variety of cases.  Because of relocation of the project to India, the position changed to a support technician for cable billing, for which I became a Senior Technician.  I assisted in the supervision of approximately sixty employees and assisted in the creation of a call-tracking system and information databases.
Student Database Programmer/Supervisor
October 1999 to November 2001
BYU Cannon Center
Provo, UT

Created and supported the full implementation of databases for inventory, pricing, and employees.  I worked closely with the managers and supervisors to create reports and improve the functionality of these databases, which I created using Microsoft Access.  The position doubled as a supervisor position in the cafeteria and retail store.  I also assisted in hiring, disciplinary counsels, and training.
Lifeguard . . . Pool Manager
May 1993 to August 2000 (summers only)

N. Highlands Recreation and Park District
North Highlands, CA

Worked first as a lifeguard and swim instructor for five years, earning the position of assistant pool manager and, for the last two years, pool manager.  I supervised a staff of approximately fourteen and was involved in planning and implementing lifeguard training, swim lesson schedules, and aquatic-staff in-services.  I was also in charge of all end-of-year reporting and statistics.
Skills and Hobbies

· I have assisted with the entire decision making process for several strategic projects, from facilities scheduling to retail additions.

· I have assisted in several human resources activities, including the hiring process, promotion interviews, and disciplinary counsels.

· I have a working knowledge of the Systems Development Life Cycle.

· I have a passion for reading, especially nineteenth-century Russian literature.
