
Geoffrey Lawrence Gould

c/o 5632 Van Nuys Boulevard #1123

Sherman Oaks, California state, Postal Code [91401-9999]

818-310-3883             email: realbadger@earthlink.net
	Work Objective:
	Seeking flexible full- or part-time either for full-time inbound call center customer service [open to graveyard shift]; or Data Entry and/or Word Processing; open to more physical clerical work, having re-aligned an entire's office filing systems.


	Experience:
	
	

	04/2019 to 06/2019
	MNA Guest Experience Host (part time):
· Setting up/closing photo opp station/s
· Engaging with public
· Photo capture of guests at photo opp stations
· As Breaker, filling in photo stations during that worker's breaks and/or lunches
	Madame Tussauds Hollywood
6933 Hollywood Boulevard
Hollywood, California 90028
Staff let go due to lockdown
Meghan Klosesel, Manager/s
213-595-6231

	08/2007 to 05/2015

10/2002 to 01/2007
	Varied temp assignments through OfficeTeam:
Executive Assistant [All-American Protective Services]:

· Office, filing, and receipt reorganization, phone coverage
· Updating entire hiring package/paperwork
Archive Invoice File Curator [Los Angeles Housing Services Authority]:

·  Data retrieval
·  Files curator; file retrieval, file organization
· Spreadsheet creation/management
Data Entry, Customer Service:
· Community Career Development; Brinks Security; Minolta; Abilities Expo; others
 (Dates and Specifics available through OfficeTeam)

.
	Robert Half International / OfficeTeam

865 S. Figueroa, 2600

Los Angeles, California 90017

Respective assignments ended

213-629-1589



	08/2010 to present
	Administrative Intern (part time):
· Clerical (and Animal Care volunteer)

· Word Processing

· Data Entry, Data Retrieval, Online Data Storage Management
· Office spreadsheet maintenance
· Filing, online data storage management

· Clinic technician
· Infant animal care/feeding (kittens, puppies, raccoons, skunks, opossums, etc.)
· Interacting/Assisting with Medical Professionals and Volunteer Staff
· Team Supervisor, Training
	Pacific Wildlife Project

PO Box 7673

Laguna Niguel, California 92607

Part-time

Linda McLeod, Executive Director

949-831-1178

director@pacificwildlife.org


	02/2002 to 01/2004
	Varied temp assignments through Ultimate Staffing:

Data Entry; phone coverage, inbound call cemter, et al
· US Healthcare
· Innovations

· Child Care Resource Center

· MCRB Fulfillment
 (Dates and Specifics available through Ultimate Staffing)
	Ultimate Staffing

21650 Oxnard St #150

Woodland Hills, California 91367

Assignments ended

818-347-3355


	05/2000 to 11/2001
	TSR: Telephone Sales Rep

·  Pre-fronting leads: "Surveying" prospective investors
Awards: TSR of the Month, June, July 2000

	First National Information Network (FNIN)

Van Nuys, California

Frank Milewski, floor supervisor

(now with different company:
818-706-4737)
 

	12/1997 to 05/1999
	Weinstein Construction

Appointment Setting

· Setting up free residence foundation inspection appointments towards earthquake retrofitting
	Sherman Oaks, California




	
	Geoffrey Lawrence Gould

c/o 5632 Van Nuys Boulevard #1123

Sherman Oaks, California state, Postal Code [91401-9999]

818-310-3883

email: realbadger@earthlink.net
	Page 2 of 2

	1992 to 12/1997
	Word Processor to Customer Support Manager
Admin Asst. to Office Manager
· Word for Windows 6.0 and Data entry
· Correspondence; Interoffice memos
· Designed certification Special Project
· Light clerical; Photocopying, Faxing; Mailings
· Some Lotus 1-2-3 spreadsheet projects

· Correspondence; Interoffice memos
· Designed certification Special Project
· Light clerical; Photocopying, Faxing; Mailings
· Some Lotus 1-2-3 spreadsheet projects
	ISO Commercial Risk Services

Parsippany, New Jersey

Branch office closed 12/97


	1992 to 1997
	Production Associate; Creative Consultant
·  On location video equipment set up/breakdown, video camera work
· Post production video editing, graphics (titles)

· Light clerical; Photocopying, Faxing; Mailings

· Video production director; Creative consultant
	AMS Video Productions

Verona, New Jersey

(company related to Long Island)

917-573-1309

	1992
	Warner Bros. Music Division
(temp assignment)

Administrative Assistant to Vice President
· Light clerical; typing correspondence, interoffice memos, 
· Photocopying, Faxing; mail distribution, phone coverage
	Secaucus, New Jersey



	1990 to 1992
	Assistant to Vice President's Administrative Assistant
· Data Entry; Chemical-database mainframe entry updates
· Light clerical; Photocopying, Faxing; Mailings
	BASF

{arsippany, New Jersey



	1985 to 1990
	ACO: State Certified Animal Control Officer
Servicing New Jersey communities Montclair, Verona, and Cedar Grove


(Duty specifics on request)
	PAWS Animal Shelter

Montclair, New Jersey.

	1983 to 1985
	Customer Service Inbound Calling Center
·  Inbound telephone; Dealing w/public (inquiries, etc.)
· CRT data entry; Data retrieval; Airline flight reservations; Flight information updates
	PEOPLExpress Airlines

Newark International Airport

Newark, New Jersey



	Skills / Abilities:
	· Telephone coverage
· Customer service; Dealing with the public
· Working with animals (kennel work, et al)
· Graveyard shifts
· Data entry; Excel; information retrieval
· Researcher
· Phone coverage inbound/outbound
· Word Processing (average 57-61 WPM): Word for Windows,    
· [Basic] HTML: web page design/web page updates, maintenance
· Working under pressure; Problem solving
· Actor
· Award-winning screenplay writer, film director
	

	Education:
	BA in Communications, 1985

Ramapo State College, Mahwah, New Jersey
	

	References:
	Available on request
	


