
	1208 Tiffany Ln

Lewisville TX 75067
	Home: 972-436-3188


Susan Mills

	Experience
	Aug 2002 – Mar 2005
Lewisville ISD
Lewisville, TX

Huffines Middle School

· PASS Aide

· Supervised students for in-school suspension

· Responsible for up to 10-15 students at a time

· Office Aide

· Processed enrollments, withdraws of students

· Managed student cumulative folders

· Responsible for general clerical assistance to office staff

· Counselor Aide

· Managed cumulative folders

· Responsible for enrollments, withdraws of students

· Recorded report cards and student grades

· Provided clerical assistance and scheduling for counselor staff

	
	Jan 2002 – Jul 2002
Hancock Fabricks
Lewisville, TX

Sales Clerk & Cashier

· Assisted customers with general purchase

· Cut and delivered fabric per customer instructions

· Worked primarily without supervision as cashier and clerk

	
	Dec 1998 – Jun 1999
City of Lewisville
Lewisville, TX

Court Clerk

· Processed official filings for municipal court

· Answered inquiries from court patrons regarding outstanding cases

· Maintained official court files and records

	
	Feb 1983 – Sep 1984
Trinity Forms
Carrollton, TX

Shipping Warehouse Clerk

· Handled clerical duties and paperwork for warehouse operations

	
	Jun 1976 – Nov 1981
City of Denton
Denton, TX

Police Officer

· Patrol officer responsible for law enforcement duties

· Sergeant in charge of 6-8 officers per shift

	Education
	Dec 1974
North Texas State University
Denton, TX

· B.S., Home Economics


