DONALD J. MIKLER JR.

18831 IVAN ST SW ▪ ROCHESTER, WA ▪ 98579
PHONE: 360 273-8240 ▪ E-MAIL: DONMIKVIK@EARTHLINK.NET
OBJECTIVE: To obtain a position within an agency that utilizes my administrative experience and education in a positive team environment.
PROFESSIONAL EXPIERENCE

	March 2005 – Present
	The Office of the Secretary of State
	Olympia, Washington

	
	Administrative Services and IT
	Executive Office 


I provide customer service support for web-related needs for voter outreach and education pertaining specifically to requirements of section 101 of the Help America Vote Act (HAVA) and to the OSOS efforts intended to inform the electorate. My objectives have been focused on restructuring the Elections website into an orderly, current and audience-based structure. Recently, I was promoted to the Statewide Voter Registration Database team to program dynamic reports for the Elections Division.  Currently, I am performing unit testing for the Washington State Information and My Vote web applications.  I perform system analysis, programming and write documentation.  
	March 2004 – March 2005
	Department of Health
	Tumwater, Washington

	
	
	Community and Rural Health


My GIS intern mapping project consisted of producing a new collection of 39 county maps to supplement county access reports.  I was promoted to an office assistant senior in September 2005 and assumed sub-site Webmaster duties for the Office of Community and Rural Health.  I completed a 3-month web site maintenance re-org project. 
	November 2002 – November 2003
	Department of Corrections
	Olympia, Washington

	
	OAS/Information Services
	Web Applications Unit 


I developed and proposed improvements to our web portals including written content, graphics and structural organization, while following our unit’s written standards.   I provided customer support/system administrator for the Public Disclosure application; which supported over forty users including the Public Information Office and Human Resources.  

	June 2002 – November 2002
	Employment Security Department
	Olympia, Washington

	
	UI Tax Administration
	Data Entry Scanning & Retrieval


Verified and indexed tax information into the Data Entry Scanning and Retrieval database.  Verify index data entry operations included: Accessing the ESD, UI Tax Administration’s Data Entry Storage Retrieval System (DESR) database to verify, edit and index scanned documents.  Accessed scanned documents by ES Reference Number to enter financial and social data in support of Unemployment Insurance Benefit Claims
	October 1999 – June 2002
	The Evergreen State College
	Olympia, Washington

	
	Technical Support Services
	Computer Technician Assistant


Assisted professional staff with customer service computer helps desk functions.  Responsibilities also included maintaining a database inventory of computer assets, software licenses and service manuals for Technical Support Services. Verified purchase orders with receiving documents and prepared new customer orders. Assisted staff with voice and data cable installations and provided customer service to faulty, staff and students.

EDUCATION AND TRAINING
	Masters in Public Administration
	The Evergreen State College
	June 2006

	Bachelor of Science
	The Evergreen State College
	June 2002

	Associate of General Studies
	South. Puget Sound Comm. College
	June 1983

	Business Computer Training Institute
	Certification in Office Automation
	September 1999

	Sales Training Institute
	Certification in Professional Selling
	December 1996


TECHNICAL SKILLS 

· Microsoft Office User Specialist – Access, Word, Excel, PowerPoint, and Outlook.

· Computer data entry skills include keyboarding (45 w.p.m.) and 10-key calculator by touch.

· Experience working with multi-line phones. Sales and customer service experience. 
