Patricia Russell
2907 Waterleaf Rd., John’s Island, SC 29455 (785) 691-6193
russell.patricia00@gmail.com
Indigo Books                                                                         April/2-13-December/2016
Bookseller

Johns Island, South Carolina

  Customer service.  Sell books, recommend books, cash register, open and close office

KU Endowment Association



           March /2012-December/2012
Receptionist (half-time)
Lawrence, Kansas

   Answer phones and direct calls (multi-line phone system), administrative tasks as assigned by Endowment staff, update and distribute Disaster Response & Recovery plan, update and edit Endowment Intranet postings.
Sweetie Pie




    November/2011-present December/2012 Owner/Baker
Lawrence, Kansas                                                                             
   Started homemade pie business in November, 2012; make and sell pies to individual customers and restaurants; sell at the Farmer’s Market; maintain financial plan, coordinate marketing, distribution; communicate with customers and businesses in person, online and phone.
Lawrence Arts Center                                                                     July/2010-March/2012
Office Manager

Lawrence, Kansas

  Managed front desk and a staff of three; coordinated and directed all office activities for the Lawrence Arts Center: met and directed visitors and arts center students; responsible for enrollment and payment for all art, dance and drama classes; responsible for enrollment into the  Lawrence Arts Center Preschool and tuition payments; ticket sales, assisted Director and Program Directors with projects as needed; cultivated and directed volunteers; set up for events, performed basic office duties (copying, faxing, data entry, mailings, receipting, multi-line phone system, Microsoft Office, and QuickBooks).
Research Medical Center                                                          February/2008-June/2010
VITA – Eating Disorder Program

Mental Health Technician
Kansas City, Missouri
  Assisted patients on admission and discharge, supported patients 
during mealtimes, conducted post-meal group, performed routine room checks, entered 

information into Meditech computer program, worked with patients, families,
therapists and doctors to create and implement treatment care plan.
Morgan-Quitno Press                                                                  January/2000-May/2002 

Administrative Assistant
Lawrence , Kansas
  Customer service: included processing orders, packing and shipping; some clerical duties, proofreading and editing.
Congressional School of Virginia                                                March/1985-June/1985

Substitute Teacher

Falls Church, Virginia

   Interim French teacher for grades 5, 6 & 7 while permanent teacher on leave.

International School of Brussels, Belgium                              May/1982-September1985
Substitute Teacher
Brussels, Belgium

   Worked as a substitute teacher while living in Brussels for 2.5 years.

Akin, Gump, Stauss, Hauer & Feld                                           March/1981-March/1982

Paralegal 

Washington, D.C. 
  Legal research primarily in area of transportation; served as liaison between the law office and administrative agencies in Washington and Congress. 
U.S. House of Representatives                                              March/1980-November/1980

Legislative Assistant

Representative Norman Shumway (CA)

Washington DC

   Tracked legislation in various committees, prepared statements delivered on House floor, developed legislative proposals, responded to constituent mail.

U.S. Senate                                                                                January/1979-March/1980

Senator Nancy Landon Kassebaum (KS)

Legislative correspondent

Washington DC

   Responded to constituent inquiries (phone and letters), performed research on a variety of issues for legislative assistants, prepared synopses (Daily Digest) of floor action and votes for staff use.
Post-Keyes, Gardner, Inc.                                                               March/1976-May/1977

Secretary

Chicago Illinois
   Worked as a secretary for three advertising account execs.  Duties included typing, xeroxing, travel arrangements.

Northwestern University Medical School                                      July/1975-March/1976

Chicago, Illinois

Department of UrologyAssistant to Dr. John Grayhack, Chief of Urology Chicago, IL Assistant Secretary to Chairman of the Dept. of Urology.  Typed dictated case histories.
EDUCATION

M.A. University of Kansas, Lawrence KS 1977.  (American Studies/Political Science)

B.A. Millikin University, Decatur, IL, 1974.  (English)

REFERENCES

Linda and Nat Malcolm, Owners, Indigo Books, Johns Island, SC (843)768-2255
Susan Tate, Director, Lawrence Arts Center, Lawrence, KS (785) 843-2787
Mrs. Stacey Dillon, KU Endowment Board Member, (785) 691-8414
