Winton D. Tomlinson 

San Francisco, CA  Please contact: Erica Klescewski, The Arc of San Francisco  (415) 255-7200 x 179 

Knowledge and skills

• Data entry and word processing
• Type 50 wpm, 10 Key touch

• Knowledge of Microsoft Office applications
• Mail and fax distribution

• Filing and organizational skills
• Verifying accuracy of data

Employment and Volunteer History

Data Entry

· Enter data using Mac platform, Excel, Access, and eTapestry

· Enter member information into Raiser’s Edge 

· Type mailing labels

Data Entry Clerk, East West Academy of Healing Arts, San Francisco, CA (1/2009-Present)

Data Entry Clerk, The Volunteer Center, San Francisco, CA (3/2009-10/2008)

Office Clerk, Episcopal Community Services, San Francisco, CA (1/2009-3/2009)

Data Entry Clerk, Glaucoma Research Foundation, San Francisco, CA (2005-2006)

Data Entry Clerk, Sanwa Bank California, San Francisco, CA (1999-2000)

Office Assistant

· sorted and distributed faxes, mail, and inter-office correspondence

· Prepared letters and brochures for mass mailings

· Filed administrative forms and organized agency binders

· Provided other general office support as needed

Office Clerk, Asian Neighborhood Design, San Francisco, CA (2007-2008)

Administrative Assistant, Community Vocational Enterprises Inc., San Francisco, CA (2002-2003)

Office Clerk, Independent Living Resource Center, San Francisco, CA (2001-2002)

Office Assistant, Earth Justice Legal Defense Fund, San Francisco CA (1998-1999)

Office Assistant, Leukemia Society of America, San Francisco CA (1997-1998)

Education

Clerical Training




John Adams Community College 

Office Skills Training

           San Francisco Vocational Services

Business English and Math


Heald Business College

Business Curriculum


City College of San Francisco

H.S. Diploma





Sacred Heart High School


