Andrew J. Roling
address
***-***-****
Aroling77@gmail.com
SKILLS SUMMARY

Computer skills:  Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Windows operating systems, Adobe Photoshop, Adobe Acrobat, Internet use for research, online library catalogs, online databases (Pubman), typing (55 wpm)
Other:  processing various forms and records, library research, archival research, teaching (history), customer services
Certificate:  Silver National Career Readiness Certificate, January 19, 2011;

Cert. ID, B1W3TZHCD79R; verification website, http://www.act.org/certificate/verify.html
EMPLOYMENT HISTORY

Papers of Abraham Lincoln, Springfield, IL, 2008 – 2010

Research Associate
· Searched boxes and volumes for documents written by Lincoln, or by others to Lincoln

· Scanned documents to save as digital images, attaching metadata to each image

· Maintained spreadsheets of record groups, keeping record of entries searched and whether any documents were found

· Edited digital images of scanned historical documents
· Transcribed text of historical documents from PDF files into TEI using XMetaL for transfer to Pubman database

Super Target, Davenport, IA, 2005 – 2008

Guest Service Team Member
· Provided fast, effective, friendly service to customers in answering their questions and locating specific merchandise in Target stores
· Assisted other cashiers in resolving point-of-sales software procedures and customer concerns

Northeast Iowa Community College, Peosta IA, 2008


Instructor
· Taught “U.S. History to 1877” and “U.S. History from 1877” survey courses
· Redesigned the courses using previous syllabus models while adhering to college’s official course goals using lectures, participatory discussions, video presentations, supplementary reading material and exams

Muscatine Community College, Muscatine, IA, 2005

Instructor
· Taught “Western Civilization I” survey course (ancient era to early 15th century)
· Redesigned the course using previous syllabus models while adhering to college’s official course goals using lectures, participatory discussions, video presentations, supplementary reading material and exams
Eastern Illinois University, Charleston, IL, 2004


Graduate Assistant
· Tutored undergraduate students for a fall semester world history survey course
· Assisted with a professor’s research project on West-Central African cultures which included constructing a bibliography of secondary sources related to this topic
Illinois Regional Archives Depository, EIU campus, Charleston, IL, 2003 – 2004

Archives Intern
· Assisted patrons by phone, mail, and visits with their genealogy research requests by locating and providing copies of birth, marriage, or death certificates and other documents
· Maintained the organization of genealogy archive collection

· Trained a new, incoming intern
Rock Island Arsenal, Rock Island, Rock Island, IL, 2003

File Clerk

· Reorganized a filing system of new orders from clients and transferred old, outdated orders out of filing system for shredding
Putnam Museum and Imax Theatre, Davenport, IA, 2002


Volunteer Curator Assistant
· Reorganized filing system of primary source documents by transferring them to new, acid-free folders and maintained a database of archival records of collections

Volt Management Corporation, Davenport, IA, 2000


Insurance Claims Verifier
· Ensured that claims numbers matched with the right clients and marked any claims that had mismatches using computer software

Advanced Data-Comm, Dubuque, IA, 1998 – 1999


Customer Service Validator/Verifier
· Provided effective, friendly service to inbound callers interested in signing up for a new telephone service
Dubuque County Farley Library, Farley, IA, 1996


Library Assistant
· Assisted with children’s story hour 
· Entered new book orders for the library 

· Maintained library’s traditional card catalog system
EDUCATION

MA, United States History, Eastern Illinois University, 2006.

BA, United States History, St. Ambrose University, 2003.

AS, Computer Information Processing, Northeast Iowa Community College, 1998.

REFERENCES
Dr. Mark Voss-Hubbard, Eastern Illinois University (History Dept. chair), 217-581-3124, cfmv@eiu.edu; former academic advisor

Dr. Michael Gau, Northeast Iowa Community College (Social Studies Dept. chair), 563-556-5110, gaum@portal.nicc.edu; former employer

Dr. Daniel Stowell, Papers of Abraham Lincoln (Director), 217-785-9130, dstowell@papersofabrahamlincoln.org; former employer

