Stacia M. Buck

15 Autumn Street

Gardiner, ME 04345

(207) 582-6164



EDUCATION

· Thomas College – 1999-present
(anticipated graduation 5/05)

· Pursuing BS degree Business Administration with a Marketing Concentration


· Casco Bay College – 1990-1992


· AS degree Business Administration and Certificate in Paralegal Studies 

WORK EXPERIENCE


12/00-present
Paralegal     


Dept. of Behavioral & Developmental Srvcs

· Prepare and file legal paperwork for 684 clients under public guardianship

· Created database to track, maintain client data and create reports regarding clients

· Attend court hearings regarding guardianship matters

· Act as liaison between clients, caseworkers and Guardianship Program Manager


7/98-12/00
Administrative Assistant

Department of Education

· Created Database to track training events

· Arranged conferences and training for the HIV Prevention Education Program

· Created assorted letters, memos and reports 

· Maintained contact with educators and public officials regarding meetings

· Served as contact person for students, educators and members of the public


3/95-7/98
Clerk Typist III


Department of Human Services


· Created basic database to track and monitor activity for administrative case reviews

· Assisted with the implementation of the MACWIS program

· Processed administrative case reviews for all children in foster care

· Processed legal adoption paperwork for all children who were being adopted


3/93-3/95
Clerk Typist I & II

Dept. of Transp. & Dept. Of Corrections

ACTIVITIES AND COMMITTEES

· Adult Education Instructor – Microsoft PowerPoint and Microsoft Access

· Notary Public – Commission Expires 1/9/08

· Diversity Committee – Department of Behavioral and Developmental Services

· Past Girl Scout Leader – 5 years

· Enterprise Information System Wizard (Expert User) – B.D.S. 

COMPUTER SKILLS AND PROGRAM PROFICIENCY

· Typing speed 100-125 words per minute

· Advanced knowledge and skills in the following programs

· Microsoft Word, PowerPoint, Access, Outlook, Excel, FrontPage, Publisher

· Lotus WordPro, Approach, 1-2-3
· Teleform, Cognos
· Ability to learn other computer programs quickly and independently
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REFERENCES

Mary Crichton

Behavioral and Developmental Services 

Consent Decree Coordinator

40 State House Station

Augusta, ME 04333

(207) 287-4218

Mary.crichton@maine.gov
Joni Foster

Department of Education



Director, HIV Prevention Education Program

23 State House Station

Augusta, ME 04333

(207) 624-6687

joni.foster@maine.gov
Jeffrey Lee

Behavioral and Developmental Services 

Guardianship Program Manager

40 State House Station

Augusta, ME 04333

(207) 287-4247

Jeffrey.r.lee@maine.gov
Paul Tabor

Behavioral and Developmental Services

Training Coordinator

40 State House Station

Augusta, ME 04333

(207) 287-4227

Deborah Caron

Behavioral and Developmental Services 

Secretary

40 State House Station

Augusta, ME 04333

(207) 287-4242

Deborah.e.caron@maine.gov
Lisa Loftus


Department of Education



Clerk Typist III

23 State House Station

Augusta, ME 04333

(207) 624-6772

lisa.loftus@maine.gov
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Computer Classes Attended

Access – Capitol Computers

· Introduction 

· Intermediate

· Advanced

· Reporting

FrontPage – Capitol Computers 

PowerPoint – Capitol Computers

· Introduction

· Advanced

Word – Muskie Institute for Public Sector Innovation

· Introduction

· Advanced

Outlook - Muskie Institute for Public Sector Innovation

· Introduction

· Advanced

Lotus Smart Suite – State of Maine Training Program

· Wordpro

· 1-2-3

· Approach

Cognos - Cognos trainers







