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Gina L. Turcotte


32 Court Street, #A


Augusta, Maine 04330


(207) 623-4599


ginalyn@adelphia.net

CAREER OBJECTIVE:





To obtain employment as a Technical Support Specialist in order to utilize, promote and strengthen my computer 



support skills in a progressive business environment.


PROFILE:



· Experienced with installing, configuring and troubleshooting all computer hardware.


· Extensive knowledge of computer software including MSDOS, Windows, IBM  OS/2, MS Office, and Internet 




Explorer.


EMPLOYMENT:




GINABILT COMPUTER SYSTEMS 









Proprietor










3/00-Present


Advertising, Marketing, Financial projections, Hardware/software estimates, New system estimates/configurations, Upgrading/replacement of existing hardware/software, Diagnosing, troubleshooting various computer issues.



MAINE INTERNETWORKS, INC. (MINT)




Technical Support Specialist








2/00-3/00

Provided telephone based technical support for MINT customers to help resolve various MS Windows, dial up networking, browser and email problems. Hands-on technical support for customers’ computer systems. 



STATE OF MAINE









4/95 – 7/01




Department of Defense, Maine Veterans’ Services




Veterans’ Services Clerk









Received, sorted, and filed disability benefit applications for Maine Veterans with the Veterans’ administration. Answered questions regarding various resources available to disabled veterans. Correspondence with disabled veterans regarding the status of their application for disability benefits.  




Bureau of Revenue Services, Division of Compliance




Tax Compliance Clerk









Received, sorted and filed bankruptcy notices and court pleadings to ensure proper discharge of pending bankruptcies. Extensive phone contact with public entities. Accurately and promptly create and finalize legal pleadings with considerable attention to detail. 




Bureau of Revenue Services, Division of Sales Tax




Sales Tax Clerk


Received, sorted and filed automobile dealers’ and lessors’ certificates to ensure proper reporting, collecting and remittance of appropriate sales tax. Extensive phone contact with automobile dealers regarding sales tax reporting, collections and remittance. Evaluate dealer’s need for assessment of tax due, plus interest and penalties, if appropriate. Determine need to transfer case to Tax Examiner for issuance of assessment. Correspondence to dealers’ regarding sales tax reporting discrepancies. 




Bureau of General Services, Property Management Division




Property Management Clerk

Answer phone inquiries regarding work requests and complaints on state owned buildings and property. Data entry of work orders for all labor crews. Maintain accurate spreadsheets for utility and fuel consumption of state owned buildings and property. Production of work contracts with internal and external service entities. 


EDUCATION:



Performance Knowledge, Inc.






Microsoft Certified Systems Engineer






05/99 – 08-99



Studied Windows NT Server 4, Windows NT Server 4 in the Enterprise, Networking Essentials TCP/IP 



Configuration/Implementation, Windows NT Workstation 4, and Microsoft Exchange Server 5.5.
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