Elizabeth Covey



cell phone: 010.8694.5622

Hwajeong, South Korea



email: ecolleen80@yahoo.com

    
Education:

1998-2000

Western Texas College-Snyder
2000-2002 Texas A&M University-Corpus Christi

Bachelors in Arts and Humanities

Experience:

September 2007
Wonderland 
to present                     ESL Teacher

· Teach kindergarten and elementary age kids ESL; class room size 4 to 14 students
· Maintain excellent classroom management skills and the ability to maintain students on task.
· Use behavior modification skills as a motivator for enhancing conduct and encouraging participants.
· Write monthly progress reports to update parents on child’s development. 
· Use several teaching techniques to keep all children involved and interacting during class discussion.
· Participate in monthly field trips, activity days and birthday parties.  
May 2007                   Global Personnel Inc Temp Agency 

to August 2007          Midland Police Department

                                   Secretary

· Answer multi-line phones and assist as needed

· Update Off Duty Work Permits in Spreadsheet

· Disperse Mail

· Help other departments as needed

February 2007            Global Personnel Inc Temp Agency

to May 2007                David H. Arrington Oil & Gas

                                   Receptionist

· Answer multi-line telephone and transfer to needed person
· Open and disperse mail
· Order office and kitchen supplies
· Assist other departments as needed
· Arrange personal and business trips 
August 2005

Nextar - KMID – ABC 2
to February 2007
General Assignments Editor

· Receive press releases via email, fax and phone for news events

· Research internet for news story ideas

· Assign reporters stories to cover

· Listen to scanners for fatalities, fires etc.

· Schedule and confirm interviews

· Call local law enforcement for crime reports

· Archive news shows and document reporters stories each day

February 2005

State of Hawaii
to April 2005

Mokulele Elementary – Substitute Teacher
· Follow basic procedures given by teacher

· Provide for health and safety of students

· Abide by applicable law, D.O.E. Policies, rules and procedures

· Maintain effective instruction

· Exemplify professionalism of teaching

· Exhibit adaptability and flexibility

· Communicate effectively

Skills:

· Experienced in Microsoft Word, Illustrator, Adobe Photoshop and Adobe PageMaker

· In-house database experience

· Working knowledge of Excel

