Jacob Anderson

13917 SE Harold St.

Portland, OR 97236

(503) 760-1711

tapemountain@gmail.com

OBJECTIVE:

A career opportunity where I can use my strong communication skills, analytical thinking skills, and creative talents.

EDUCATION:

12/2000

University of California, Irvine
Irvine, CA

· M.A., linguistics (cognitive science minor).

· Received Chancellor's Fellowship.

6/1995

Swarthmore College

Swarthmore, PA

· B.A., linguistics. 

· National Merit Scholar.

EXPERIENCE:

8/2002-present
The Princeton Review

Portland, OR (and online)

SAT/GRE/ACT/GMAT Instructor

· Taught classes and tutored students (in the classroom and online) for GRE, GMAT, SAT, and ACT.

· Graded and corrected SAT, ACT, GRE, and GMAT essays.

· Led “strategy sessions” to sell the Princeton Review brand.

7/2001-3/2002
Legacy Health System

Portland, OR

Human Resource Specialist

· Answered questions and solved problems on the Benefit Hotline and in person.

· Developed and ran reports in Excel, Access, and PeopleSoft, documented and improved processes, wrote and proofread communications.

3/2001-6/2001
OfficeTeam


Portland, OR

Temporary Work

· Created and coordinated Excel spreadsheets and Access databases for I-9 update project.

7/1998-7/2000
IKON Office Solutions

Irvine, CA

Business Analyst/Department Support

· Automated collections reporting using Monarch, Microsoft Access, Microsoft Excel, and Visual Basic for Applications, increasing efficiency and accuracy.

· Took initiative in rewriting and improving procedures manuals. 

OTHER SKILLS/INTERESTS:

Microsoft Word, Microsoft Excel, Microsoft Outlook, Microsoft Access, Monarch, OpenOffice, Adobe Audition: excellent.  Spanish: intermediate. HTML, Visual Basic for Applications, Microsoft PowerPoint, Adobe PhotoShop, PeopleSoft: intermediate.   Other interests: playing music, writing essays and fiction, cartooning.

