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JOB ANN 0 U N C E MEN T
SAN DIEGO SCHOOL INTEGRATION TASK FORCE

P, O. Box 2724
SAN DIEGO) CALIFORNIA 92112

JOB TITLE: EXECUTIVE SECRETARY
(Temporary position for at least one year with
a starting salary of $1,000 per month)

GENERAL DESCRIPTION
Under general direction, the Executive Secretary provides administra-
tive and clerical assistance in the day-to-day operation of the
office. The Executive Secretary acts as office manager with responsi-
bility for the supervision and coordination of all clerical/secretarial
functions of the office.

RESPONSIBILITIES AND TYPICAL TASKS
1. Performs a variety of administrative duties in support of

day-to-day office operations.

2. Receives incoming calls, correspondence and visitors.

3. Types materials as assigned.

4. Has responsibility for duplicating and printing of materials.

5. Compose letters and other correspondence as requested.

6. Maintain a log of requests and problems.

7. Contact Task Force Members, Monitors and others as requested.

8. Responsible for interpreting Task Force policies and pro-
cedures and disseminating the information on request.

9. Take and transcribe minutes of Task Force meetings and dis-
tribute minutes to Task Force Members.

10. Responsible for arranging Task Force and other meetings as
requested.

11. Re?ponsible for overall management of office.

12. Set up and maintain files for effective operation of office.



SAN DIEGO SCHOOL INTEGRATION TASK FORCE
JOB TITLE: Executive Secretary
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QUALIFICATIONS
1. Four years of progressively responsible secreteria1/c1erica1

experience, with at least two years of planning and organiz-
ing clerical functions.

2. Thorough knowledge of office management techniques.
3. Ability to establish and maintain effective communications

with Task Force Members, the public, and school district
officials.

4. Ability to exercise independent judgment within the policies
of the Task Force.

5. Ability to type 65 wpm (certificate required).
6. Ability to take shorthand at 80 wpm (certificate required).

DEADLINE DATE FOR FILING ApPLICATION

FRIDAY, FEBRUARY 23, 1979

APPLICATfONSMAY BE PICKED UP AlTHE FOLLOWINGlOCATlONS:

MAAC Project (East County)
127 E. Lexington, Suite B&T
E1 Cajon, CA 92020

MAAC Project (South Bay)
825 "A" Avenue
National City, CA 92050

MAAC Project (North County)
831 S. Escondido Blvd.
Escondido, CA 92025

San Diego Urban League
4261 Market Street
San Diego, CA 92102



,
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Are you a citizen of the United States of America
If not, are you a lawfully admitted resident alien

Yes No

SAN DIEGO SCHOOL INTEGRATION TASK FORCE

APPLICATION

JOB TITLE: Executive Secretary

NAME:
LAST FIRST MIDDLE

Residence:
STREET CITY ZIP

Telephone (home) (business)

~B~i~r~t~h~d~a~t~e~:~ Social Security Noo _

Yes No
EDUCATION
Circle highest grade completed: 1 2 3 4 5 6 7 8 9 10 11 12
Circle highest college year completed: 1 2 3 4

Post Graduate: 1 2 3 4
Number of semester hours/units------- or
Quarter hours/units completed __

Schools Attended/Location Date of Kind ot
Graduation Major Degree

(HighSchool)
XXXXX XXXXXX

(Collegeor University)



SAN DIEGO SCHOOL INTEGRATION TASK FORCE
APPLICATION (Executive Secretary)
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WORK EXPERIENCE
(Employer(s) during past five years)

Name/Business/Address JOB TITLE:

DESCRIPTION OF DUTIES:

From: , 19 To: , 19 Salary: $ per
Reason for Leaving:
Name/Business/Address JOB TITLE:

DESCRIPTION OF DUTIES:

From: , 19 To: , 19 Salary: $ per
Reason for Leaving:

Name/Business/Address JOB TITLE:

DESCRIPTION OF DUTIES: ,

From: , 19 To: , 19 Salary: $ per
Reason for Leaving:



SAN DIEGO SCHOOL INTEGRATION TASK FORCE
APPLICATION (Executive Secretary)
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Do you object to having your present employer contacted?

Yes No

ADDITIONAL INFORMATION
(Give any additional information you wish covering your qualifications or
interests pertinent to the job for which you are applying, including ad-
ditional school courses or training not covered in this application)

LIST YOUR ABILITY TO SPEAK AND WRITE IN LANGUAGES OTHER THAN ENGLISH

LIST THREE PERSONAL REFERENCES :(name/address/phonenumber)

ApplicantSign Here --:Oate _

RETURN COMPLETED APPLICATION BY FRIDAY, FEBRUARY 23, 1979
To: SCHOOL_INTEGRATION TASK FORCE

P. 0, Box 2724
SAN DIEGO, CA 92112



SAN DIEGO SCHOOL INTEG~~TION TASK fORCE ...,.'\ '-: . I" .
,
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APPLI U:TI or:

JOB TITLE: Executive Secretary

NAIvIE: Cf}ZfJ/2£S
LAST FIRST MIDDLE

Residence: /'72
STREET

\/\//-1 ITN£Y 5r r2f/U J..-!l
CITY

Telephone (home) 12.:2- d--O-3t (business)

Birthdate: ///;.r /417 I

Are you a citizen of the United States of America':::::::L-Yes No
If not, are you a lawfully admitted resident alien Yes No
EDUCATION
Circle highest grade completed: 1 2 3 4 5 6 7 8 9 10 11 12
Circle highest college year completed: (f) 2 3 4

Post Graduate: 1 2 3 4
Number of semester hours/units ~( or

--=-''----

Quarter hours/units completed ------

Schools Attended/Location Date of Kind ot
Graduation Ma:ior Degree

(HighSchool)
JUAJ1= t/jJEFFERsD/\! DAV/-5 f-//0H &f.l xx xxx xxx xxx

J-II'J IJ5·O"ilV T~YA.s
(Collegeor University)

SAN j)/Ef-,/) STI1TE "/i:£t..£CoM

0nuiJ-l iA/ESu=R.AI (i/iJ-LE6£ IIsioea:
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SAN DIEGO SCHOOL INTEGRATION :TASK'FORCE
APPLICATION (Executive Secretary)
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WORK EXPERIEt\CE - PI...Ef}5E. 5£E ENeLDSED !:t=SVf\/IE

(Employer(s) during past five years)

Name/Business/Address JOB TITLE:
, SIZe.I€ETfiRy

OFFIC1= OF· IN rxe- ,~ DESCRIPTION OF DUTIES:
Go I!CPA InAE kiT£) I ·AFPA II ~"\

t1n/lAlTv 11t= S.LJN J'iIE rhl)

J(A/I ~q1 11_/J1'l ;Jlll1-l. r:-It! HWV,
SfJ Al D/£00

From: O/B/ • 1911 To: 1/1 ' 191 g Salary: $116 per Mo.
Reason for Leaving: Go j3f}{!.K.. TO S(!)+OO0

Name/Business/Address JOB TITLE:

AFP/RIV7IJT/VE /leT/I l.I.l
DESCRIPTION OF DUTIES:

.;ro« AITV /IF S/lN ')/Ebo

Iisos: jJlJa IFIt!- 1-1w ~

7S~Af f)/E?O

From: NlIJy •1912To: Nov- . 191& Salary: $ S'~~ per MO.
Reason for Leaving: sj0£AJL) TIME \II! /TH eH/J.-!)!2E!J .

. ..

Name/Business/Address JOB TITLE:

DESCRIPTION OF DUTIES:

From: , 19 To: , 19 Salary: $ per
Reason for Leaving:
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APPLICATION (Executive Secretary)
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Do you object to having your present employer contacted? NOT E/IIl(JI--OVED,

Yes No

ADDITIONAL INFORMATION
(Give any additional information you wish covering your qualifications or
interests pertinent to the job for which you are applying, including ad-
ditional school courses or training not covered in this application)

j HIN£ BI...IA/SYS £NJOV£D WoRklN6 WITH f1=QfJ-1=
)

DIRtze-TJ-...Y IDUTH 7/-J1? (JUPJ--JC!-- , fiND I tlflv~ FOUND
I

THill r 8M tlfJfJp!E5T IN JI2i3.5 THe! AU.OW ME TP

DO 77-IBr. I C-ON{ID£R. MYS£LF 8 ClJN::5~/J?lVnl)u..5

,l,AltlRkER liN/) PARENT. I HffVE I3E!=N fI VO!.-tAf\/TI=ER.

PlIRI?NT IN My t-HI/-.DR£N ~ CJJj.5S!25 fiND 7711<£ fJ
:5INe-E/2.f:i IHTJ=:JeESr IN THk-IR fle.T/V/T/t=.:5.
LIST YOUR ABILITY TO SPEAK AND WRITE IN LANGUAGES OTHER ~HAN ENGLISH

::;PEfUS SPf1-N JoSH E/....vgN TI-V

LIST THREE PERSONAL REFERENCES :(name/address/phonenumber)
(JIJJRIf+ S~t2t?-fJNDi 13'2S"' fflt!.../Fle t1W'f; :2-3(0- :22tl..1

RETURN COMPLETED APPLICATION BY FRIDAY, FEBRUARY 23, 1979
To: SCHOOL. INTEGRATION TASK FORCE

p, O. Box 2724
SAN DIEGO, CA 92112



3/31/77 - 6/28/78
Office of Intergovernmental

AHai rs
County of San Diego
San Oiego, Ca 92101

5/72 - 11/76
Affirmative Action Office
County of San Diego
l6DO Pacific Hwy.
San Diego, Ca 92101

12/73 - 9/74
Management Planning Program
Human Resources Agency
County of San Diego
San Diego, Ca 92101

Anna Maria Cazares
J 72 Wh itney St.
Chula Vista, California 92010
422-2038

EMPLOYMENT HISTORY

SECRETARY - Secretary to the Director. I was
responsible for maintaining and keeping our
files. Made and cancel led appointments for
Director. Transcribed from dictation. Made
all travel arrangements (flight, hotel reserva-
tions, requests for advance, etc.) for trips to
Sacramento and Washington, O.C. Screened all
incoming mail and placed in order of priority.
Supervised 1 Jr. Clerk Typist.

STENOGRAPHER - Was Secretary to the Coordinator
and Assistant Coordinator. Took dictation;
transcribed notes; made and cancelled appoint-
ments; screened telephone calls and was respon-
sible for referring these calls to the right
person in the office or outside agencies. Our
office received many calls from individuals seeking
assistance on matters not dealing with the County:
people who were being evicted and didn't know
what their rights were; Spanish-speaking people
who were looking for work, but had limited
experience and education; people who were angry
because they felt minorities were taking all the
jobs and they wanted to "blow off steam."
Because I was famil iar with many outside organi-
zations and the services they provided I was able
to direct them to the various agencies which
dealt with their specific problems. As to the
disgruntled callers seeking to let off steam,
I attempted to explain the program and diffuse
their anger with varying degrees of success.

STENOGRAPHER - r was on loan to this program
and was secretary to the Director. I scheduled
and coordinated committee meetings (committees
make up of county agency heads, and city managers).
I took dictation and transcribed from my notes
as well as from a dictaphone machine, made and
cancelled appointments, fi led, etc.
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EMPLOYMENT HISTORY: Anna Maria Cazares
Page 2

4/70 - 10/71
University & Fifth Clinic
UCSD - Dept. of Psychiatry
3911 Fifth Ave.
San Diego, Ca

9/69 - 12/69
Educational Opportunities

Prog ram
San Diego State University
San Diego, Ca

6/69 - 9/69
Ma rsh & McLennan, Inc.
6th Ave.
Los Angeles, California

7/67 - 6/69
Vocational Rehabil itation
State of Texas
Fannin St.
Houston, Texas

SECRETARY - I was secretary to two psychologists,
and was responsible for sending out questionnaires
on all patients coming in and keeping records
of their progress. I typed materials, articles,
and reports for publication. I took dictation
and transcribed from my notes as well as from
a dictaphone machine, made and cancelled appoint-
ments, filed, etc.

SECRETARY - I was secretary to the Director,
performing general secretarial duties, taki~g
dictation, transcribing notes, making &
cancel Iing appointments, answering questions for
new students, assisting them with their appli-
cations, orientation and schedules, ordering
supplies, filing, etc.

SECRETARY - I was secretary for two insurance
brokers at one of the largest brokerage firms
in the country, transcribed from my dictation
notes, xeroxed.
STENOGRAPHER,-I was stenographer for two counselors
performing general secretarial duties. I took
dictation, transcribed from notes and from a
dictaphone machine. I filed, xeroxed, made
and cancelled appointments, spoke with cl ients
about any complaints or problems they might
have had that I could assist them with.



THE CITY OF

SAN DIEGO
POLICE DEPARIMENT. 801 WESTM4RKET STREET. SAN DIEGO· CALfFORNH 92101

(714) 236~6534

OFFICE OF

IN Rl::PLYING
PLEASE GIV;:;:
OUR REF. NO.

WM. B. KOLENDER
CHIEF OF POLICE

15.02

March 1, 1979

Ms. Anna M. Cazares
172 Whitney Street
Chula Vista, CA 92010

Dear Ms. Cazares:
Based on your application, you are qualified for the

job as Executive Secretary to the School Integration Task
Force; a selection will be made after an oral interview.

Your interview has been scheduled for Friday, March 9,
1979 at 9:30 a.m., in the Chief's Office, San Diego Police

Department, 801 West Market Street, Room 116.

We are looking forward to meeting you.
Sincerely,

II'?'ki.!:? ~/, "- ~&:tf.iBill Ko1ender ~
Chairman
School Integration Task Force
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JUNIOR CLERK TY1'IST/STE.NOCRAPH£? oPU' II
IlITERHEDlATE CLER.~ TYPIST /STEHOGRAPKER

INTERVIEI<'R.-\TING SKEET

Candidate'6 Name ,~.uA .,,0;tJll F;s Date '\319/1'1 Ti!:le

Your evaluation should be baaed on the di<:>ensionsliated below.

It\U 1. INTEP~~RSONAL SKILLS:

Ability to get along ve Ll.with the public and other employees (is h
and agreeable. is c oo pe r a t Lve t coordinates vork veIl with co-worker
deal pleasantly and tactfully vith the public and other employees,

. people at eases to rem.ain calm under Ln t e r pe r aon a.L pressure •

Please check the Def
appropriate box: Unacceptable Belov Average Acceptable Ab ov

/

"Cceeme n t s (optional) : ~f IUlb'raJ ~/e.4Jce 1"r"/hN<i A Ie:>
• J

IAJ 1m efta... w/ f-J... y;u6u{: I~e'en'
~

;plet2sqd= attN"'''' /<Jh
t'.

~o 11. E,FECrr VE ORAL COH!-illNICATION:

Ability effectively, to speak fluently (hasto cotIrounicate good voc
and uses it easily), to get ideas aerOBE to others, to choose ideas
\lords appro;>riate for the listener.

Please check the Dei'
appropriate box: Unacceptable Belev Avera~e Acceptable Ab ov i

....---
Co~nts (optional) : 8F-~PO»SfS t<JbeE. ,LJlgf ~ -i- £)/,a/S<!:....v •

,0 III. JUDGKENT k~D DeCISION-MAKING:

Ability to malte logical coemon-sense jud~ments in processinr, work 3J

. formation. to analyze problems and arrive at effective solutions, t
good decisions AS to what is the best procedure for the tsslc.invo 1vc

Please check the , Dd i
appropri8te box: Un accep t ab1e Be I o« Average AccePt~ Above

, 1./
Conrncnts (optional) : 'P@~ er,z0le.vr I' .1dJ N'!U{H-d ~()J.... -

,~~~r1w-f I uta]f??vA1t- - -,J

e Lp f u I
s ) > to
to put

tn i t ely
e Average

ab uIa.r y
end

lniteiYi
e Av e r a c e !

,~ ,

11d in-
o mak e
d.

nitclYI
Av er a c e I__J



Il-17
IV. ATIITIJDES

Ability to maintain a positive vorking attitude (enjoya the vorl, volun-
tnril,. take. e t eps to ccccep lt sh t aaks vithout being ,...ked, ahov e concern
for the outcome of the job, tnkee ~vantage of all opportunitieo to im-
prove kno~ledgeo cnd skillo).

Please check the
npproprigte box: Definitely I

Un ac c e p t ab le Be lov Average Ac c eo t ab Le Above ~.vera5e 1

.,./

Comaen t s (optional): fJeSt !-trJ<=. I ..sW-t?SStH?Fd.-) ~(ltS 6 Je /,ptU

Kered.

RR?'.ARJ::S:(Required

dt,t:JNA/f dr t:t

for c~ch candidate regardless of rating.)

OVERJ.LL RATING SU.LE

90 - 99 Definitely Above Average: I feel confident that this applicant vould
~ke a good Clerk and be a positive asset to an aRency.

80 - 89 Acceptable: This applicant vould ~e A &ati8facto~ Clerk.

70 - 79 Bel~ Average: This 'applicant probably can satisfactorily perfo~
the duties of n Clerk vith sufficient training.

65 Fail: Thi. applicant is unqualified to be a Clerk at this time. 1
~ould not consider hiring hie/her.



.nnnonci.snxmmN"'OG",,,,,@f~~'
IHTEPJLEDlJ,fE CLr::tK TTPIST /STE:WG:J.PE2R e;;~~/lIrJ - ():

IHn:R\'ID< RATING SHEET

Cnn dLde tc 'z N=e t!tt1;llAt,A/ / t2.1/YLtft./ Date.....:g==--~..J.'1__ Ti",efl'd0
Your e vaLva t Lon Cbou~ be based on the c!!'censio115lioted beLov ,

I. INTIRPERS(J~lA.L SKILLS:

Ability to get alo~g well ~~th the public cilld other eoployees (is helpful
And agreeable, i5 cooperative, coordinates vork well with co-vorke=s), to
deal pleasantly &,d tActfully vfth the public and other eoployee5, to put
people at enae, to re~in calc under interperaonal pressure,

P'Le ase check the
appropriate box:

De f L"itely
!~bo'''2' Ave r a z eB"l<7o' kv e t eg;«

'C~ents (opticnal): --------------------------

II. E?FECTIVE ORAL COH."~.JNICATIO:_J:

Ability to coc~unicate effectively, to speak fluently (haa good voc2~ulary
and U5es it easily), to get ideeg ~crOGS to others, to choos~ ideas a~d
words appropriate for the list~~er.

Please check the
a.p proprIate box:

t.efi.n1tely I
Un s c ce pt ab Le Be 1010' Avera.ge :~7b:e A'Jove Aver2.t:e I,

"]
Corrcae n t s (option al):---------------------

III. JlJDGHENT A."'O DSCISIOH-HAKltlG:

Ability to raake logical CO=Oll-aense .1udfl,oentsin processLng vo rk and in-
_f orraa t t cn , to an a l y ze p r ob Lec s an d arrive at effective solutions l to mak c
good decisions as to what is the beat. procedure for the t ask Lnvo Lved .

Please check the
llppropriDte box: Acceptable

I De f t n t t e Ly I
'/.''Jc-''f' ;\·...·e:ra~e I

L__ JUn a c c c p t ab l e I nel"'" A":)C'r:age

'--_~ 17
Coramcn t s (optional) : _

._~~~&~~



Please check the
~ppropriBte box:

II'. t.Trrt1J1J:':s

Ability to t:.aintainn po st t Lvc working ct t i t ude (enjoyn the vork , 0;01=-
tHrily t ak ee e t epa to !lcco",?li~ht asks v It hou t b ei ng ,'11lked,~hO\J6 con cerr-
for the ou t c co c of the: job, t~"L~CS cdv an t ng e of a l L oP?ortuuir.lcD to i~
pr ove l"lO'Jledgcc cnd Dlilln).

Comaen t s (optional) : ~

(Required for onch candidate regardleBs of rating.)

,"

OiV.L SCORE

P.AITR'S SIQiATURE ---------------
AGE~C'i-------'---------------

OVERJ'L RATING SCAL:':

90 - 99 Definitely Above Average:
make a good Clerk and be n

I feel confident thnt this applicill,t
positive ASset to an Bgency.

would

80 - 89 Acceptable: This app Lfcen t vou Ld lUike II sat Le f ac t o ry Clerk.

70 - 79 Bel"" Aver"ge:
the dutien of a

This 'applic~'t probably cun satisfactorily perforn
Clerk vitn sufficient tr~ininb'

65 fail: This applicant is rm quaLi f Led to be a Clerk at this t Lrac, 1
would not consider hiring hi~!her.



INITR.PERSO:-i.-U .. SKILLS:

JUNIOR CLERK TeIST /SEJ;OCMP:i::::Z
IlrrEP..}EDLt...~fE CLr:.r..K TY?lST /STi:~'X:\.AP:L::R

:nrrERVIE~' RATING $;:..EET

D3te

Ability to get aLong veIl tnth the public zand other emp l.oyees (is helpful
~d ngreeable. is coope=ative. coordinates uork vell vitn co-~orke~s)J to
deal pleasantly ~,dtactfully vith the puhlic and other ecployees, to put
people at eaBe, to re~in cnln under interperaonal pressure.

Please check the
appropriate box:

"Cccrme n ts (optional) : ...!I2:..:-::.r_~ _
•

II. E?FECTIVl: ORAL COh.~'NICATIO~;:

Ability to corroiunLcat e effectively, to speak fluently (h aa good v occbcLa ry
and uses it easily). to get ideL'.9 ac r on s to o t h e r s , to choose Lde a.s an d

vords appropriate for the listener.

Please check the
appropriate box: Un acce t ab Le .Bel""" Aver?ge

Df:fi.nitely I
A'::>OV02 Ave r a e e !

I

III. JUDGrENT A.'''O D[CIS Im;-HAKHJG:

Ability to cake logical corcnone-aense .1udgDents in processLng york and in-
fo~at1on, to an a Ly z e p r ob Letas .a..ld a r r i v e s c e f f e c t t v c s o Iu t I on s ~ t o '>'.<.1:'::"c
good decisions as to what is the beat procedure for the t~~k involved.

I . 1 I
J Ddlc;:te Y I

Unacceptable ,n~lov AvC'ra~e Accept;1ble' ,t'",," ~'f' '\'~'er2~e I

L- '---I __ ~~ __ L ..J
Corame n t s (option.1ll: j~ h.-t? # ./,//rJ .. ',JJ to-- h ..«:....r _--.:.:. =f=tl

Ple •• e check the
npproprinte box:

---- .._---_._---



IV. ATTlnJD!':S
~. ., ....

Ability to ua Ln t a.Ln II po aIt Lvc "-::>rkinSnttttude (cnj oya the vork, vol=-
tt\rily t ak e a e t e p a to Dcco:'!\p11sh t:.::nl:.:..!Jvithout being !lEked, tlhO',,/6 c cn c e rn

tor the out cooe of the job. t;:,~encd van t agc of All cp po rrun i t ieo to 10::-
prove f~oJlcdzcD end vkillu).

PLc e.s e check the
nppropri~te box: tln"CceEtcl:l~1 Ed_Gl" Acccotr.c:.le D.,,, "," =1

Av e r a c e I'JJ ov e. Ave. ·L":....;:.. e
1----- I '/7

Conszen t s (optional) : ~

RlY_'--'"'.."<:S:(Required

t?~-
for sach candidate regardless of rating.)

AGESCY --'-----'---------------.

OVERJ-LL RATING SCALE

90 - 99 Definitely f~ove Average: I feel confident that this applic~,t would
make a good Clerk and be a positive ASset to an Bgency.

80 - 89 Acceptable: This applicent vould ~e ~ 68tisfactorr Clerk.

70 - 79 Bel~ Aver~ge: This -Gpplic~'t probably cun satiafacto=ily perfor=
the dutie3 of a Clerk vith sufficient trAininb·

65 Fail: This Applicant is unqu~lified to be a Clerk at this ti~c. 1
vou Ld not consider h LrIng hi",/h~r.



SAf\ In I:GO SCHOOL 1:\ TE r.Pv\TI0:\ Tj\SK F01:CI: r

,. ,

~'
,,

APPLI C~,TIOf! v-'
\ ~f-\ ,-1 (1

JOIl TITLE: Ex'e c u t i v e Secretary tJ~/jy': p

, t-l 'h p~/
NANE: Birnbaum Barbara 'hK",.,\6l'

LAST FIRST tJ~DLE
..

Residence: 4029 Georgia Street San Diego.- .-.- .STREET .- CrTY

Telephone (home) 295-7216 (business) 293-8409

Birthdate: 6/4/40 Social Security No .. .

Are you a citizen of the United States of America X Yes--
If not, are you a lawfully admitted resident alien Yes--
EDUCATION
Circle highest grade completed: 1 2 3 4 5 6 7 8 9

Circle highest college year completed: 1 2 3 CD
Post Graduate: 1

Number of semester hours/units 61 or
'Quarter hours/units completed

Date of KSchools Attended/Location Graduation Major
(HighSchool)

Taft Hf.zh School, New York City 1/57 XXXXX

(Collegeor University)
M. "'-'1o~o nF New York NYC 6/61 Sociolo~v
'Citv University of New York, NYC 2/70 Education

. --_. ... . ... . --- -.. .. .,

No

/

92103
zrp

No

10 11 ~

@ 3 4

ind ot
Degree

xxxxxx

B.A.
M.Sc .



SAN DIECO SCHOOL INTECRATION TAS~ FORCE
APPLICATION (Executive Sccre~arr)

Page 2

1':OIn EXPER TENCf'
(Employer(s) during past five years)

Name/Bus iness/ {iddl'e~JOa
,--

TITLE: Secretary II

DESCRIPTIO,',OF DUTI rs.
-,

SD Unified School District Maintaining the calendar; arranging conferences; taking

4100 Normal Street and transcribing minutes (several committees); telephone

San Diego, CA '92103 contact with pub LLc and schools; shorthand/typing.

preparing reports; filing
From: March 29, 1977 To: present , 19 Salary: $ 810 permonth

Reason for Leaving:
- -

Name/Business/Address JOB TITLE: Confidential Secretary

DESCRIPT1O;'jOF DUTIES:
Hornblower & Weeks ,-

8 Hanover Square Heavv auasi le,;al shor-thand Zt.vp Lng telephone contact

New York NY with Chief Executive Officers of both domestic and

international firms' arranp'iup' conferences and business

triDs; maintaining a calendar; settin" un filin" svstem
From: Novembe,. 1975 To: March , 1976 Salary: $ 200 per week

Reason for Leaving: boss moved Pittsburgh and the budgetMy to was cut.

Name/Business/Address JOB TITLE: Legal Secretary

DESCRIPTION OF DUTIES:
Damant Bostock & Co.

94 Main Street Legal shorthand/tvDin'" composed collection letters'

Johannesburg, RSA minutes of partners' meetings. assisted article clerk

with basic research for briefs

,-
Frc~: August , 19 74 To: February , 1975 Sa1ary: S 360 Rand PCI' month

Reas'ln for Leavi~9:
-a:WIl'!-t[ .S.bl. is ,as itt J _ Zll RetUJiI:led tQ;~"$ ;a ... • ;•. Ii ;AL-;3 '" Ut tJ, B_ is , I 1 ( ..,..



APPLICATION (Executive Secretary) Page 2a

v.

Sales Secretary
Honeywell Information
Systems
863 Bourke Street
Sydney, NSW
Australia

General secretarial work; monthly sales report
preparation; supervised "junior"

From January 1971 to June 1972 A$80 per week

Obtained a teaching job in Adelaide, South Australia.



.......
" APPLICATION (Executive Secretary)

Do you object to having your present employer contacted?

Yes No--X-

ADDITIONAL INFORMATION
(Give any additional information you \1ishcovering your qualifications or
interests pertinent to the job for which you are applying, including ad-
ditional school courses or training not covered in this application)

T bave talIght Early Childhood' classes for several years in various circ'lIDsta.Y;}'les.

I have taken Basic Supervisory Techniques as an inservice course.
I have' supervised student teachers, community aides and youth corps workers at

various times.

T haye stroog 9rganizational ability. I write and edit well.

Most of all, I do believe in the integration program and want to Contrj.bute

LIST YOUR ABILITY TO SPEAK AND WRITE IN LANGUAGES OTHER THAN ENGLISH
Some Spanish.

LIST THREE PERSONAL REFERENCES Jname/address/phone number)
Rev. Joseph L. Slade, 7270 Laura Court, San Diego, CA 92120, 287-7959

Msgr. Andrew Hanley, St. John the Evangelist, 1638 Polk Avenue, 291-1660
William Egger, 4031 Georgia Street, 295 1667

Date-edy/..D\....!J u.1..L....19...t--_
J 7

RETURN COMPLETED APPLICATION BY FRIDAY. FEBRUARY 23. 1979
To: SCHOOL_INTEGRATION TASK FORCE

P.O. Box 2724
SAN DIEGO. CA 92112



STREET CITY ZIP

SAN DII:GO SCIlOOL Il\TEGRi\TIO:i TASK FORCE

APPLI CP.TI or!

JOB TITLE: Ex~cutive Secretary

NAHE: Birnbaum Barbara Joan
LAST FIRST mDDLE

Residen£e: 4029 Georgia Street San ...Diego 92103

Telephone (home) 295-7216 (business) 293-8409

=B.=ic::r--=t:.:h::..;d:..:a::.t::.e::..:..:_6--=/_4:.:1...:4..::° Soc ia1 Se cu ritY No.~!!!!II!~~~~~__

Are you a citizen of the United States of America X Yes No
If not, are you a lawfully admitted resident alien Yes No
EDUCATION

Circle highest grade completed: 1 2 3 4 5 6 7 8 9 10 11 (
Circle highest college year completed: 1 2 3 G.)

Post Graduate: 1 CD 3 4
Number of semester hours/units_--=6=1 or
Quarter hours/units completed _

Date of Kind otSchools Attended/Location Graduation Ma j or Degree

(High School)
Taft High School, New York City 1/57 XXXXX XXXXXX

(College or University)
('h" ('~11~~a ~F NeU7York NYC 6/61 Sociolo"" B.A.

Citv University of New York, NYC 2/70 Education M.Sc.



, '

SA~ DIEGO SCHOOL INTEGRATION TASK FORCE
APPLICATION (Executive Secretary)

Page 2

h'OR K EX PER I E~Cf'

(Employer(s) during past five years)

I J03 TITLE: Secretary IIName/Business/Address
I

DESCRIPTION OF DUTIES:

SD Unified School District Maintaining the calendar; arranging conferences; taking-- --
4100 Normal Street and transcribing minutes (several committees); telephonE

San Diego, CA 92103 contact with public and schools; shorthand/typing,

preparing reports; filing
From: March 29, 1977 To: present , 19 Salary: $ 810 permonth

Reason for Leaving:
-- - -

Name/Business/Address JOB TITLE: Confidential Secretary

DESCRIPTION OF DUTIES:
Hornblower & Weeks ---
8 Hanover Square Heavv nuasi-le~al shorthand/tvPing, telephone contact

New York NY with Chief Executive Officers of both domestic and

international firms' arran~in~ conferences and business

trips; maintaining a calendar' cettina un filing svstem
From: NovembeI; 1975 To: March , 1976 Salary: $ 200 per week

Reason for Leaving: boss moved Pittsburgh and the budgetMy to was cut.

Name/Business/Address I JOB TITLE: Legal Secretary

DESCRIPTION OF DUTIES:
Damant Bostock & Co,

94 Main Street Lez a I shorthand/tvPing· comnosed collection letters'

Johannesburg, RSA minutes of partners' meetings. assisted article clerk

with basic research for briefs

--
From: August , 19 74 To: February , 1975 Salary: S 360 Rand per month

Reds')n for Leaving:
.-tWb£. £A S4 Re t.IJ JitlIUJ tD U~zs at • . as n ... 1 Q' *""



APPLICATION (Executive Secretary) Page 2a

Sales Secretary
Honeywell Information
Systems
863 Bourke Street
Sydney, NSW
Australia

General secretarial work; monthly sales report
preparation; supervised OJ un Lo r "

From January 1971 to June 1972 A$80 per week

Obtained a teaching job in Adelaide, South Australia.



APPLICATION (Executive Secretary)

Do you object to having your present employer contacted?

Yes No-X.-

ADDITIONAL INfOR~IATION
(Give any additional information you wish covering your qualifications or
interests pertinent to the job for which you are applying, including ad-
ditional school courses or training not covered in this application)

T have taught Early Chjldhood" classes for several years in Various Cir;CllIDstaQ,«;;es.

I have taken Basic Supervisory Techniques as an inservice course.

I have supervised student teachers, community aides and youth corps workers at
various times.

I have stTOUg qrganizational ability. I write and edit well.

Most of all, I do believe in the integration pr02"ram and want to contribute
to its enduring success.

LIST YOUR ABILITY TO SPEAK AND WRITE IN LANGUAGES OTHER THAN ENGLISH
Some Spanish.

LIST THREE PERSONAL REfERENCES (name/address/phone number)
Rev. Joseph L. Slade, 7270 Laura Court, San Diego, CA 92120, 287-7959

Msgr. Andrew Hanley, St. John the Evangelist. 1638 Polk Avenue, 291-1660

William Egger, 4031 Georgia Street, 295-1667

I

RETURN COMPLETED APPLICATION BY FRIDAY. FEBRUARY 23/ 1979
To: SCHOOL_INTEGRATION TASK FORCE

p, 0, Box 2724
SAN DIEGO. CA 92112

------ - - ._--



OFFiCE OF

IN REPL.YING
PLEASE GIVE

OUR REF. NO.
15.02

SAN DIEGO
THE CITY OF

POLlCE DEPAWIMENT· 801 IVEST ,\IA RKI,T STREET· SA.', DIECO· C/lLIFORSL-l 92101
(714) 236-6534

W\;i. B. KOLENDER
CHIEF OF POliCE

March 1, 1979

Ms. Barbara J. Birnbaum
4029 Georgia Street
San Diego, CA 92103

Dear Ms. Birnbaum:
Based on your application, you are qualified for the

job as Executive Secretary to the School Integration Task

Force; a selection will be made after an oral interview.

Your interview has been scheduled for Friday, March 9,

1979 at 8:30 a.m., in the Chief's Office, San Diego Police

Department, 801 West Market Street, Room 116.

We are looking forward to meeting you.

Sincerely,

ZL/1f;t;4~·
Bill Ko1ender
Chairman
School Integration Task Force



JUNIOR 'CLERK TY?IST /SG;OGF\.A?H;:~
Il-rrEPJ-EDUr£ C!...Eft.'<."i7?IST /S·li:NOG:'\.o;\.?:~R

INTERVIE\l R..ArING SHEET

Cnnd I d s t o I Z HlU:e

Your cv a Lux t t cn should be based On th e d i cena t ono lin ted b e Lov ,

I. INTEPY~RSO~AL SKILLS:

Ability to get along well with the public &,d othe~ employees (is helpful
And ngreeable, is cooperative. coordinates work vell witn co-~orke7s)) to
deal pleasantly ~,d tactfully with the public and other ecployees, to put
people at ease, to re~in calc under interperaonal presnure.

Please check the
appropriate box:

De f !..t...icely
BelC"',,/ kv e t o»;« Ac c e

II. [erECTIVE ORAL Cm~'NICATIOS:

Ability to co~unicate effectively, to speak fluently (haa good vac2~ulary
and uses it easily), to get ideea Deroas to others, to choose ideas 2nd
verds appropriate for the listener.

Please check the
appropriate box:

! De f f.n t t e Ly
Un s c c e pt ab Le Bel"'" Average Acceptable ,A~ove Avera~e !

Iv/ I

II!. JUDG~NT ~~D DeCISION-MAKING:

Abl11 t y to raake logical comnon-ea en se jud"Dcn t s in process inp.York and in-
- f c rrea r t on , to an o ly ze p r obLcc s and arrive at effective soIu t i ons I to p~(}:<.e

good decisions as to what is the beat procedure for the tc~k involved.

Please check the
ap prop rLe t e box: Un a c c c n t ab 1e

Cor.~en[s (oPtiGna~l :~s

.-LAJ~AJtf~.,r JttaJeAt;AJ.L-._--



IV. ATTltu£S

Ability to iaa Ln ts.Ln 1\ po sdt Lve vo rkLng "rei tude (enjoy" the vork , "'01=-
tHrill t ak es e t epa to ecco:o:?li~ht csl;s v i chou t betng nnk ed , ~hO"'5 ccnc ern
for the outcome of the job, t~keD ~~ventnbe of «11 opportunitiQD to i~
prove k.!lO'.Jled:>eG end vk.illD).

P'Lc e.s e check the
nppropriste box: Un ac c e p t;:ili l'~' Averal"'e IAcceotnlJi~ De£i.ci.t~ly

Be 1m.,. Above ..!..vere;::e

I ~-
./

Cotrsa en t s (optional) : ~

F-U'.'..:"..ZS: (Required for CInch candLdat e regardless of ra t Lag .)

Il'AJCE SE

ORJ.L SCORE, _

tATER'S SIQ;ATURE ---------------
AGE:~;CY-------------------

OVERJ,l.L RATING SCALE

90 - 99 Definitely Above Average:
make a good Clerk and be "

I feel confident th"t this applic~,t
positive ASset to an "Rency.

,",auld

80 - 89 Acceptable: This applicent ,",auld~e & 6atiGfacto~ Clerk.

70 - 79 Bel~ Aver3ge: Thin'spplicrunt probably can satisfactorily perforn
the dutiea of s Clerk vith sufficient trainin~.

65 Fail: Thin applicant ia unqu~ltfied to be a Clerk at this ti~e. I
vould not consider hiring hiQ/her.



Your ev a Lc x t Lcn ohou Ld be b as cd on t-h~ cl1c2nsiOl,:> liated belovo

I. IN~PJ'!':RSO;l.\.LSKILLS:

Ability to get along well with the public an d other ercp Loye e s (is beLp f u L
and agreeable, is cooperative, coordinates vork well vitn co-~orkers), to
deal pleasantly ~,d tactfully with the public 2nd other ~ployees, to put
people at eSBe, to re~in calc under interpernonal pressure.

Please check the
appropriate box:

I Def Ld:tely
Unacceptabl" Be lC'>l Averefl.e Acceptable .i,~,a'../ Averaze

117

II. E?FECTIVE ORAL COh."fI.JNICATIOCl:

Ability to co~unicate effectively, to speak fluently (haa good v0cz~ulary
~d uses it easily), to get idees ~crOGa to others. to choose ide~s 2~d
vords appro?riate for the ligt~~er.

Please check the
appropriate bo,,:

t'e£1n1tely!
Unacc.e t2..ble Belov Aver2.ge Acce table A":>o'~c l\)ler:ai!.e I

-1/ I

III. JUDG~NT k~D DECISION-MAXING:

Ability to ma~e logical co~on-8ense judgoents in processinp. work and in-
fOl~3tiont to ~,~lyze probl~~sand arrive at effective solutions, to rr,~~e
good decisions as to "hat is the best procedure for the tnsk involved.

Please check the
nppropriate box: I ' I II Derl~:tey I

Un a c c c n t ab l e ,n~lov Ave r az e Accentilble 1 /.":::C' ..·P 1\·Jz.:r:=2~e I

'---__ .L-.-I_~_~__~ _J
Co~~cnts (opticnal}: __ ------------- ----- - ._ .._-



!V. ATTlnJD!':S
..

Ability to uaintain fl positive ~orking attitude (enjoys the vork, vol~-
tI<,rilyt ake s a t eps to "ccoOlpli~h t asks vitnout being anked , shovs ccn cern

for the ou t c cme of the job. t ake s cdv an r ng e of a l I opportll.!1itica to 1::.-
prove !~oJledgeB ~~d c~illD).

P'Lc s.c e check the
appropri3te box:

Dei inito;:.ly
Un a c c e o t ab l e Be 10\< Av e r ar-e Ac ceotr..ole ALove .!..veE_c:..~.

Comaen t s (optional) : ..:..._

(Required for sach candidat~ regardleas of rating.)

I

90 - 99 Definitely Above Aver3ge:
make a good Clerk and be n

I feel confident tont this applic~~t
positive asset to an agency.

..,ould

OFJ.l. SCORE q~,....---....- _
P.ATEF.'S SrQ;ATURE~~._--..::='-'-~\-------------
AGESC'i-------------------

OVERILL RATING SCALE

80 - 89 Acceptable: This npplicznt yould ~e D s8tiafactorr Clerk.

70 79 Bel~ Aver3ge: This 'spplic~~t probably can sati6factorily perforn
the dutieo of a Clerk uith sufficient trainin~.

65 Fail: Thia applicant 1s unqu~lif1ed to be a Clerk at this ti~~. 1
..,ouldnot consider hiring hi~/her.



INTEP~ERSON.\L SKILLS:

J[j~HOR·CLERK T:?IST /STViOGiVJ',i~"
IHTEIUlEDLA."lE cu:r.K TTPIST /STEHOG:JJ',i.::R

IHTERVID.4' FJ..!IHG SiSET

Date J - '1-/7 'fi:::e------
on t.h c di.c2nBion~ liGted b e Lov ,

Ability to get along well vith the public and other emp Loy ees (i5 h elpf uL
and ngreeable, is cooperative, coordinaces vork yell witn co-~orke=s)>> to
deal pleasantly an d ts.ctfully vith the public an d other erap Loyees.• to put
people at eaBe, to re~in calc under interperaonal pressure.

Please check the
appropriate box: Un acccp t abLe I Bela.l

I n,,[ !.I11tcly
Aver2.f/..e Acceptable . I-.~Io'.·::= kv e x e ze

I -: I

II. E?FECTlVE O~~L CO~NICATION:

Ability to co~unicate effectively, to speak fluently (han good voc~~ul~ry
2nd U5es it easily). to get ideag ncrOG6 to others, to choose iceas 2~d
vords appropriate for the listener.

Please check the
appropriate box:

net f.n f t c Ly
Unacceptable Belov Aver2.ge Acceptable A"ove Avel.-a------

/

I

4
Correaen ts (optioosl) :_--~ri"~.L.~-~=~---------------------

III, JUDGHENT k~D DSCISION-HAKING:

Ability to make logical common-sense ~ud~Dents in processinp. york and in-
. f o rra a t t on , to an a Ly z e problems and arrive at effective s o Iu t Lcn s I to ;;~2:'-.-e

good decisions as to what is the best procedure for the t~~k involved.

Please check the
nppropriate box:

I C"il',
Unacccptdble Be 1 0''- AveraRe Acceptable I ", I.:: C'" (>

-: L
i t e Ly I
.!~\·~·eT"a7,e j

__J
~ k__._.__



IV. ATTItuDES

Ability to r.:..aintlLin" po,,1t{v~ vo rkLng c t t i t ud e (enjoy" the vcrk , vol=-
ttlr11y t ak e s e t e pn to o c cornp Lf s l; tZBl:.n tlithout b e ing llnke.d I ~hv"""6 c cr.c e rn

for the ou t c cree of the job ~ t~C!l l'~.dv.:ll!tnbc of a lI oP?orc~.it:tca to i.;:-
prove ka ovLedgea cnd I)l<i11D).

P'Lc ase check the
nppropriatc box:

De £ il;, i t·:.:1}'
ALave Aver~Be J. (M

C~ents (optional): ___

.-. -

OFJ.L SCORE ?~7/ .
F.AEF: 's SIGSATURE m~~
AGE~;CY_'__ '__ _

OVERJ.LL RATING SCALE

90 - 99 Definitely Above Average:
make a good Clerk and be ~

I feel confident that this a?plic~,t
positive asset to an agency.

,,",auld

80 - 89 Acceptable: This applicent Io'DuldmaXe ~ satisfactorr Clerk.

70 - 79 Bel~ Aver~ge: This 'spplic~~t probably C&n satisfactorily perforc
the dutie~ of n Clerk vith sufficient training.

65 fail: This applicant i~ unqualified to be a Clerk at this ti~e. I
,,",auldnot consider hiring hio/hor.



S;\~ DIEGO SCHOOL I:,TEGR),TIO\ TASk FCRCE

APp'rrr'TT(';!:. L L, \ l 1 u; I

JOB TITLE: Executive Secretary

Residence: 5954 Bataan Circle, San Diego, CA 92139
STREET CITY ZIP

Telephone (home) 475-7225 (business) 474-1575

=B~i~r~t~h~d~a~~=Le~:__~3~/_4~/3~7~ ~Social Security No

Are you a citizen of the United States of America x Yes No
If not, are you a lawfully admitted resident alien Yes No
EDUCATION
Circle highest grade completed; I 2 3 4 S 6 7 8 9 10 .11 @
Circle highest college year completed: 1 2 3 4

Post Graduate: 1 2 3 4
Number of semester hours/units or
Quarter hours/units completed __

Date of Kind otSchools Attended/Location Graduation Major Degree
(HighSchool)

Santa Barbara High School 6/16/55 xxx XX XXXXXX
Santa Barbara, California

(Collegeor University)



-SAN DIEGO SCHOOL Ii'iTEGRATIONTASK FO;{CE,
APPLICATION (Executive Secietar)')

Page 2

1\·ORf.: EX PErU Et\CE
(Employcr(s) during past five years)

Name/Business/Address JOB I I I LE: Execut i ve Secretary

MAACProj ect DESCRIPTION OF DUTIES:

Employment & Training Do a variety of clerical and office wor k; take short-
<or,,'roc hon'" nr-rtec frnm d ic t at l on and transcribe' nrovide

1607 Hoover Avenue
supervision of c1eri ca 1 staff. Wri te letters, memoran-
..., and reco r t s . Greet nublic receive innuiries

National City, CA 92050
type: , maintain office fi 1es, answer phones and take
me s s ao es • Provide in-service trainina and work evalua-
t ions of all c 1er i ca 1 personne 1 assigned to clerical
ooo l .

From: October , 1977 To: present , 19 Salary: $ per

Reason for Leavin9: Present 1y employed
- - .. - - - - -

Name/Business/Address JOB TITLE: Secretary

Department of Educat ion DESCRIPTION OF DUTIES:
, " <-~ .1 '" .. :" __ • enr - ,tarv to the Leeward District School Adv i sorv

Counc i 1 Council. The counc i 1 served in an advisory capacity
P"n>,n~n I <t root to the Leeward District Suoerintendent of Schools and
Waipahu, Hawai i served as 1i a i son between the Governor and said d i s r

trict suoerintendent. Coord ina ted the activities and
made all necessary arrangements for 5-member counci 1.
Pre par-ed aaendas arranaed for meet ina olaces and
meals, took minutes, typed and distributed same (of
oub l ic meetinas). Followed up on ac t ion of counc i 1.

From:October , 1974 To: June , 1977 Salary: $ per

Reason for Leavi ng: re located
- -

Name/Business/Address JOB TITLE:
Administrative Secretary

Redevelopment Agency
DESCRIPTION OF DUTIES:

Performed s tenoa raoh ic clerical and secretar ia 1 dut ies
or tne v r r v or sanr a in conjunction with applying for Federa 1 funds for the
Barba ra redevelooment p r o j e c t . After funds a 11ocated assisted
c i r v Hall the executive director in setting up office; located
Santa Barba ra, CA oremi ses for office, purchased office equipment

(furniture and machines) and suppl ies; set up f i 1 i ng
svstem, interviewed potential emp 1oyees , determined

I best telephone system. Took and transcribed minutes of
two oublie meetings & hearings each month. --

From: Apr i 1 , 1969 To: June , 1972 Sa 1a ry: S per
.-

Reason for Leaving: r e loea ted
b~fl3D"JJ n!!111£_.bt . 1!!l!!!J ..S! MJ f. !!, -kii& _"e2 t. .&t!1 £ !ilf:lli'ij;J) ;j;":tsili • W1 . " f&I:"a.w :alI:.A__k ~ 8tl ; ~,i_Ill



• ~SA0i DIEGO SCHOOL INTEGRATION TASK FC?-CE
APPLICATION (Executive Secretary)

Page 3

Do you object to having yOUT present employer contacted?

x Yes No

ADDITIONAL INFOR~~TION
(Give any additional information you wish covering your qualifications or
interests pertinent to the job for which you are applying, including ad-
ditional school courses or training not covered in this applicati"on)
I have had a tremendous amount of ex
same. y two past POSitions, Wit t e epartment 0 ucatlon an e eve opment
Agency af forded me the opportun i ty of becomi ng "comfortab 1e" in taki ng mi nutes
of meetings and being responSible for the dIssemination of Information to
board members. In each case the board members were volunteers from the com-
mun i t y (although appOinted In one Instance by the Mayor and the other case
by the Governor). The position with the City exposed me to city officials,
and federal, wnlle tne POSitIon With tne Department of Education exposed me
to the state off icia 1s (Governor, Lt. Governor, Cong ressmen, etc.) I am
a "fake charge" IndivIdual, because or my vast secretarial experIence and
responsibilities, and enjoy the opportunity to utilize by secretarial skIlls to
the fu I lest.

LIST YOUR ABILITY TO SPEAK AND WRITE IN LANGUAGES OTHER THAN ENGLISH

none

LI ST THREE PERSONAL REFERENCES Jname/address/phone number)
Mrs. Irma Pena - 2135 29th Street, San Diego, CA 232-4538

Tomas Martinez - 861 6th Avenue, San Diego, CA 92101 - 238-1445

Mrs. Nellie Dieli - 302 Ridgecrest Drive, San Diego, CA 92114 479-7021

Applicant ~ , I
5i gn Here_--J.IZ:..-t-'~"'::C·e=:~"--,?.dd,,,",,2:1-/<£4~..~ ---,Da te __ 2"'/c.:2:..e3O!../.'-'79'"-- _

RETURN COMPLETED APPLICATION BY FRIDAY. FEBRUARY 23. 1979
To: SCHOOL INTEGRATIO~; TASK FORCE

p, O. Box 2724
SAN DIEGO, CA 92112



.: "
JUNIOR CLEPJ: T'yp r S T / STui CoG R..A.P :1::: :-\

IlifEP.}E DLAn: CT ·~n·' 1TIIST /STENOC;v'.PiL::R....,.r_~'J\.

INTERVIEW' FJ\TIHG c: '.1):'" p" 'f'Jt .............

Cr,ncid"t~'~' 1I"-l"04cJ..u.o/ J;{O.f Date 0 )9)7'1--
Your avnlu.:\tion. ohould be: b"8ed On the ciicznaio"i1:3 lin ted be Lcv •.

I. INTEF.PE:RSO~iAL SKILLS:

Ability to get along well vi th the public m,d otbe::-eto?loyees
lind ng r e e ab Le , is cooperative. coordinates "ork yell ",itn co-
d"al p Le asen tly arn d tactfully \lith the public 2nd other ezrp Lo;

- people at cafie, to re=in calc under interpe rBonal pressure.

Plense check the
appropriate box: Unacceptable B" 1",.1 Average Acceptable

I ..........

'C=ents (optional) :
•

.
II. E,FECTIVE ORAL COH.'CL'N1CATIos :

AbUi ty to co=unicate effectiv"ly, to spe ilk fluently (bas goo
and uses it easily) , to get ideD.f.) ucrOGS to others, to choose
v or d s appro?riate for the liotener.

PLe as e check the
appropriate box: Unacceptable Belov Average Acceptable

Correne n t s (optional) : I&VflXdfd Nfll ~ ItI~S hes

III. JUDGrENT A.''O DSCISION-HAKIIlG:

Ability to nake logical corcnon-ea en s e .1udgtoent s in processinp. v
f o rrc c t t on , to an a l y z e probl£:t:s and ar't"ive at effective solutio
good decisions as to what is the best procedure for the t ask i

Pl"ase check tbe
nppropriate box: Unaccct'table .nelO'"';,ver age Ac c e o r nb l e

,

Corarncn t G {op r t cn a l ) : 0,,~'J7I- ..geJl-tMdtl.lEch
/ -.

'--

-

8:00 <1»<.

(is helpfuI
....-o r k e r s ) J to
)'ee5, to pu t

DefLr-;.1tcly
,!..:IC'''~ Ave:r.:-:!.ze

d voc.:~ulory
ideas an d

G;fi.nitely
,A.::'ove AVf:r:?~e I

I

or k an d 10-

nvolvcd.

I Dd io i t e Ly I
f /.'::-e,..~.(' ,\".rera?e I

V j
---_.- .._--

---_._. --_._--



Ability to =i.ntain n positive ",::>,kinSct t it ude (enj oyn the vo rk , ';101=-
tarily t ak.ea e t eps to (Jcco:::yli~ht anks v Lthou t being IUlked, ~h"V6 con cern
for the outcone of the job, t~kes ~VAntnbe of all op?ort~~itico to i~
prove kn cvLed gec cnd oki11,,).

Pleace check the
appropri3te box: Uoncceptcl>lc I Helm, """""4Averav~e Ac cc o t ab ~~ ADOVc' /".veL2.z:e

I ./'
C~ents (optional): ~

RD'_"J''J:S: (Required for each candidate r egardLese of rating.)

ORAL SCORE 11: .3 .
P.....TI:R'S SIQ;ATUP.Ed~.·;am%·
ACE~~OxhffV.~ k \.~

OVER) 1 L RATING SCALE

90 - 99 Definitely Above Average:
make a good Clerk and be ~

I feel confident thnt this applicant
positive asset to an agency.

""ould

80 - 89 Acceptable: This applicant ...,auldmake n £atinfactory Clerk.

70 - 79 Bel~ Av~rage: This 'applic~'t probably cun satinfactorily perforo
the duties of a Clerk vith su:ficient training.

65 Fail: This applicant is un~ualified to be a Clerk at this ti~e. 1
...ou ld not consider hirint; hio/her.



.: "
JUNIOR CLEPJ: T'yp r S T / STui CoG R..A.P :1::: :-\

IlifEP.}E DLAn: CT ·~n·' 1TIIST /STENOC;v'.PiL::R....,.r_~'J\.

INTERVIEW' FJ\TIHG c: '.1):'" p" 'f'Jt .............

Cr,ncid"t~'~' 1I"-l"04cJ..u.o/ J;{O.f Date 0 )9)7'1--
Your avnlu.:\tion. ohould be: b"8ed On the ciicznaio"i1:3 lin ted be Lcv •.

I. INTEF.PE:RSO~iAL SKILLS:

Ability to get along well vi th the public m,d otbe::-eto?loyees
lind ng r e e ab Le , is cooperative. coordinates "ork yell ",itn co-
d"al p Le asen tly arn d tactfully \lith the public 2nd other ezrp Lo;

- people at cafie, to re=in calc under interpe rBonal pressure.

Plense check the
appropriate box: Unacceptable B" 1",.1 Average Acceptable

I ..........

'C=ents (optional) :
•

.
II. E,FECTIVE ORAL COH.'CL'N1CATIos :

AbUi ty to co=unicate effectiv"ly, to spe ilk fluently (bas goo
and uses it easily) , to get ideD.f.) ucrOGS to others, to choose
v or d s appro?riate for the liotener.

PLe as e check the
appropriate box: Unacceptable Belov Average Acceptable

Correne n t s (optional) : I&VflXdfd Nfll ~ ItI~S hes

III. JUDGrENT A.''O DSCISION-HAKIIlG:

Ability to nake logical corcnon-ea en s e .1udgtoent s in processinp. v
f o rrc c t t on , to an a l y z e probl£:t:s and ar't"ive at effective solutio
good decisions as to what is the best procedure for the t ask i

Pl"ase check tbe
nppropriate box: Unaccct'table .nelO'"';,ver age Ac c e o r nb l e

,

Corarncn t G {op r t cn a l ) : 0,,~'J7I- ..geJl-tMdtl.lEch
/ -.

'--

-

8:00 <1»<.

(is helpfuI
....-o r k e r s ) J to
)'ee5, to pu t

DefLr-;.1tcly
,!..:IC'''~ Ave:r.:-:!.ze

d voc.:~ulory
ideas an d

G;fi.nitely
,A.::'ove AVf:r:?~e I

I

or k an d 10-

nvolvcd.

I Dd io i t e Ly I
f /.'::-e,..~.(' ,\".rera?e I

V j
---_.- .._--

---_._. --_._--



Ability to =i.ntain n positive ",::>,kinSct t it ude (enj oyn the vo rk , ';101=-
tarily t ak.ea e t eps to (Jcco:::yli~ht anks v Lthou t being IUlked, ~h"V6 con cern
for the outcone of the job, t~kes ~VAntnbe of all op?ort~~itico to i~
prove kn cvLed gec cnd oki11,,).

Pleace check the
appropri3te box: Uoncceptcl>lc I Helm, """""4Averav~e Ac cc o t ab ~~ ADOVc' /".veL2.z:e

I ./'
C~ents (optional): ~

RD'_"J''J:S: (Required for each candidate r egardLese of rating.)

ORAL SCORE 11: .3 .
P.....TI:R'S SIQ;ATUP.Ed~.·;am%·
ACE~~OxhffV.~ k \.~

OVER) 1 L RATING SCALE

90 - 99 Definitely Above Average:
make a good Clerk and be ~

I feel confident thnt this applicant
positive asset to an agency.

""ould

80 - 89 Acceptable: This applicant ...,auldmake n £atinfactory Clerk.

70 - 79 Bel~ Av~rage: This 'applic~'t probably cun satinfactorily perforo
the duties of a Clerk vith su:ficient training.

65 Fail: This applicant is un~ualified to be a Clerk at this ti~e. 1
...ou ld not consider hirint; hio/her.



JUNIOR CLERK 1:7 1ST !STViOCFJ.?;;;:"
lITTEFJEDLH£ C1..':;:;( TTPIST!STENOGfcAI':l::R

IHTI:RVIF).; R.ATIHG SEZET

C"ncid t1te 'z l!=~.__;t/,_~__7-+ M_W.__ f _

Your e v a Lu a t Lon chould be baaed on the dic2naian!) Li a t e d be Lov ,

I. INTI?YERSONAL SKILLS:

Date 3-7'-/?, 'fi::.e ?-1t-

Ability to get a l ong well "ith t he public zuid other empLoye es (is helpful
and agreeabl¢, in cooperative. coordinates vork Yell with co-~orke~s») to
deal pleasantly ~~d tactfully vith the public and other ~?10yee5. to put
people at e aa e , to r ems In calc under interpersonal pressure.

Please check the
appropriate box: Unacceptable 1Belc-ol

I D".: Ln f t e Ly
Averege Ac c e p t ab l e . /.b cve Av e r a z e

I / I

II. [,rECTIVE ORAL CO,..:v.LJNICATION:

Ability to coceun t c a t e effectively, to speak fluently (han good voccbu.l a r y
and uses it easily), to get ideas acrons to others, to choose ideas ~~d
veres appro?riate for the listener.

Please check the
.,..,propriate box:

Correaen t s (optional):

- .
l-e f Ln t t e Ly

Un ac c e o t ab Le Bel 0'00' Aver2.ge Accepta!)...}e l..~o·Je Aver a e e I,-: . I

III, JUDGHENT k~D DSCISION-PAKINC:

Ability to mak e logical c omncn-vaen s e .1"dgt:l2nts in pr oces s Lng "'ork and in-
f o rrea t i on , to an a l y z e p r ob Le e s and a r r i ve at effective s o l u t t on s J to ir..2.ke
good decisions as to "hat is t he beat procedure for the t cs k involved.

Please check the
nppropriBte box: 1 IDdl,,-,tely I

>-:U~n~a:::c:::c..::"J.:.:r>t:.:":-:b::..:.l:::e..-;..-,[\:..:e:..:l~O'="--,-;,:..:v."e:..:r_age Ace e n t :tb 1e I ....~'c..V f' r\ .~,era r,e I

L....... --l1 ~ __-- __ L .__ J
----- - .-._---

----_._--



Ability to =i.ntain 1\ r-'-ositivcvo rkLng attitude (enj oys the vork, "01=-
tl\rill t ak ea e t eps to !1cCOTllplidlt:>Jlb v i rhou t beIrrg nnked , ahovs con ce r-n
for the outccoe of the job, t~kcs ~dvantBbc of ull opport~~itics to i~
prove k.uoJledgcn c.o.d DkillD).

Plc~e check the
eppropriBte box:

iC~ents (optionul): ~ ~_

!'.?!'"'--~J:S:(Required for each candidate r-egardLess of rating.)

ORAL SCORE ._--""'----=----,--;-~--------

AGE:~;CY_:..._ :..._ __

OVERJLL RATWG SCALE

90 - 99 Definitely Above Average;
make a good Clerk and be ~

I feel confident that this applic~.t
positive asset to an BRency.

...ould

80 - 89 Acceptable: This applicent \,IouldttAke A sstisfacto~ Clerk.

70 - 79 Bel~ Average: Thin 'spplic~~t probably cun satinfactorily perfor=
the duties of a Clerk vith sufficient training.

65 fail: This npplic~t is un~ualified to be a Clerk at this ti~c. I
vould not consider hiring hi~/her.



> .. :; I (}J
JUNIOR CLERK TYPIST/STENOGRAPHER ~

INTERMEDLATE CLERK TYPIST /SITHOG RAPHER P;':~
INTERVIEW RATING Sf'..EET o- IF

Con,,,.,, " "=, UfO<;, ~ ,p,,, 3& Ti" Ii: " Ii r1'J
Your evaluation :hOUld be bBBed ~hC dioena~liBted belovo

Ability to get along well with the public and other eo?loyees (is helpful
and agreeable, is cooperative, coordinates work veIl with co-vorkers), to
deal pleasantly and tactfully with the public and other employees, to put
people at ease, to remain calm under interpersonal pressure.

'C~ents (oPtional):.__~. ___

I. INTEPYERSON~~ SKILLS:

P lease check the
nppropriate box: unaccePtab~elOV Ac c e p t ab Le

Def:U-,itely
AveraRe Above Av c r a e e

I I .

~

II. EFFECTIVE ORAL CO~ICATION:

Ability to co~unicate effectively, to speak fluently (has good vocabulary
and uses it easily), to get ideaa aCrOBG to others, to choose ide~s ~.d
vords appropriate for the ligt~1er.

Please check the
appropriate box:

--'"l~f ini~;lYI
Unac cep t ab Le Be 10''"' Avera2e AcceDtable Ab cv e Aver:al!e I,

/ - I
Comments (optional): ' ___

III. JUDGKENT A~D DECISION-MAKING:

Ability to make logical common-sen.e jud~oents in processinp. York and in-
-{ornation, to analyze problems and arrive at effective solutions, to make
good decisions as to what is the best procedure for the task involVed.

Please check the
appropriate box:

I Dei 1n"itely I
Unacce table nelO' .... Average Ac:cept.1.b):e /'\bO\>c Av e r a n e !

L----._I_--L ----'!---:~ L ,__J
Conmcnts (optional):--- --------------- - -----

--_._---- ----



A IV.

II-17
AITlnJDl::S

, Ability to CALntain & positive \lorking attitude (enjoys the vork, volun-
t"rily take. e t eps to sccoap Lteh t askn without being asked , ahova concern
for the outcome of the job, take. edvantrrge of All opportunitieo to i~
prove kn~Jledges end skilla).

Please check the
appropriate box:

Definitely I
Un ac c e o t ab Le Be 10\,/ Average Ac ceo tab Le Above Av e r a c e

, I-
Co=ents (optional) : _

p~_~s: (Required for oAch candidate regardleaa of ratiog.)

ORAL SCORE. _

RATER'S SIQlATURE

ACE:iCY ---.:.._-_.:--... __---.:._-------

90 - 99 Definitely Above Average:
make a good Clerk and be a

I feel confident that this applic~~t
positive asaet to Gn aRency.

",ould

80 - 89 Acceptable: This applicBnt ",ould make a satisfactorr Clerk.

70 - 79 Bel~ Average: This "applicant probably c~~ satisfactorily perforo
the duties of a Clerk with sufficient training.

65 Fail: Thi. applicant is unqualified to be a Clerk at this ti~e. 1
v ou ld not consider hiring hil:l/her.



SAN DIEGO SCHOOL INTEG~~TIO~ TASK FORCE

JOB TITLE: Executive Secretary

NAME: WELLS, NANCY PATRICIA
LAST FIRST MIDDLE

Residence: 5954 Bataan Circle, San Diego, CA 92139
STREET CITY ZIP

Telephone (home) 475-7225 (business) 474-1575

:::B..:::i~r...::t.::h::::d::::a:..::t::::e:..:::_---=.3.:../...:4/~3:..:7~Soc ia 1 Se cur ity N a .,~~~~~ _

Are you a citizen of the United States of America x Yes No
If not, are you a lawfully admitted resident alien Yes No
EDUCATION
Circle highest grade completed: 1 2 3 4 5 6 7 8 9 10 11 @
Circle highest college year completed: 1 2 3 4

Post Graduate: 1 2 3 4

Number of semester hours/units _ or
Quarter hours/units completed __

Date of Kind ofSchools Attended/Location Graduation Major Degree
(High School)

Santa Barbara High School 6/16/55 XXXXX xxx XXX
Santa Barbara, California

(College or·University)



SAN DIEGO SCHOOL INTEGRATION TASK FORCE
APPLICATION (Executive Secretary)

Page 2

WORK EXPERIEt\CE

(Employer(s) during past five years)

Name/Business/Address JOB TITLE: Execut ive Secretary

HAAC Proj ect DESCRIPTION OF DUTIES:

Employment & Training Do a variety of clerical and office work; take short-
~o"' .~oc h,n-l nntp< f r-ornd ict at Ion and transcribe' orov lde
1607 Hoover Avenue supervision of clerical staff. Wr ite letters, memoran-

-l, and reno rt s , Greet nub 1ic receive incu l r les

Na tiona 1 City, CA 92050 type, maintain office files, answer phones and ta ke
mecsaaes. Prov ide in-service train ina and work evalua-
tions of all c 1er ica 1 personnel assigned to clerical
ooo t •

From: October , 1977 To: present , 19 Salary: $ per

Reason for Leaving: Presently employed

Name/Business/Address JOB TITLE: Secretary

Department of Education DESCRIPTION OF DUTIES:
e ., • J. .. co~_ .t arv to the Leeward District School Adv isorv

Counc i1 Council. The counc iI served in an advisory capacity
P"no,n,n; c. _00. ·0 the Leeward District Sunerintendent of Schools and
Waipahu, Hawa ii served as 1ia ison between the Governor and said dis-

trict sUDerintende~t. Coordinated the activities and
made all necessary arrangements for 5-member counci 1.
Prenared aaendas arranaed for meet ina n1aces and
meals, took minutes, typed and distributed same (of
oub lic mee t lnqs) . Followed up on action of counci 1.

From 'Oct ober , 1974 To: June , 1977 Salary: $ per

Reason for Leaving: re located

Name/Business/Address JOB TITLE:
Adm inistrat ive Sec reta ry

Redevelopment Agency DESCRIPTION OF DUTIES:
Per formed stenoaraphic, clerical and secretarial duties

or we ~ r t v or Sant a in conjunction with applying for Federal funds for the
Barbara redevelopment project. After funds allocated assisted
cory na r i the executive director in setting up office; located
Santa Barba ra, CA orernises for office, purchased office equipment

(furniture and machines) and suppl ies; set up filing
svstem, interviewed potential emp Ioyees , determined
best telephone system. Took and transcribed minutes of
two Dub] ic meet inas & hearinas each month.

From: Apri 1 , 1969 To: June , 1972 Salary: S per

Reason for Leaving: re1oca ted



SAN DiEGO SCHOOL INTEGRATIQN TASK FORCE
APPLICATION (Executive Secretary)

Page 3

x Yes No

Do you object to having your present employer contacted?

ADDITIONAL INFORMATION
(Give any additional information you wish covering your qualifications or
interests pertinent to the job for which you are applying, including ad-
ditional school courses or training not covered in this application)
I have had a tremendous amount of ex dictation and transcribing
same. y two past POSitions, Wit t e epar men 0 ucatlon an e eve opment
Agency afforded me the opportun ity of becomi ng "conifortab 1eO' in taki ng mi nutes
of meetings and being responSible for the dissemination of Information to
board members. In each case the board members were volunteers from the com-
munity (although appOinted In one Instance by the Mayor and the other case
by the Governor). The position with the City exposed me to city officials,
and federal, wnl Ie the POSition With the Department or EducatIon exposed me
to the state off icia 1s (Governor, Lt. Governor, Cong resSOlen, etc.) I am
a "take charge" IndivIdual, because of my vast secretarial experience and
responsibilities, and enjoy the opportunity to utilize by secretarial skills to
the fullest.

LIST YOUR ABILITY TO SPEAK AND WRITE IN LANGUAGES OTHER THAN ENGLISH

none

LIST THREE PERSONAL REFERENCES :(name/address/phonenumber)
Mrs. Irma Pena - 2135 29th Street, San Diego, CA 232-4538

Tomas Martinez - 861 6th Avenue, San Diego, CA 92101 - 238-1445

Mrs. Nellie Dieli - 302 Ridgecrest Drive, San Diego, CA 9Z114 479-7021

Applicant ~ , }
Sign Here,--.:-LIZ:..li;a..'!::·::!:::::!p7J'=--'L....k<&..~/c..,(..J~~Da te_---'z';..!:/.=.Zd.;3/c...!7:,29_

RETURN COMPLETED APPLICATION BY FRIDAY} FEBRUARY 23, 1979
To: SCHOOL~ INTEGRATION TASK FORCE

p, O. Box 2724
SAN DIEGO, CA 92112



THE CITY OF , .

SAI~DIEGO
POLICE DEPARTMENT. 801 IIII,ST'\"'lRKET STREET· SAN DiEGO· C/ILIfORNh\ 9::101

(71';) 236·6534

OF FleE OF

IN RePLYING
PLEASE GIVE
OUR REF. NO.

15.02WM. B. KOLENDER
CHIEF OF POLICE

March I, 1979

Ms. Nancy P. Wells
5954 Bataan Circle
San Diego, CA 92139
Dear Ms. Wells:

Based on your application, you are qualified for the
job as Executive Secretary to the School Integration Task
Force; a selection will be made after an oral interview.

Your interview has been scheduled for Friday, March 9,
1979, at 8:00 a.m., in the Chief's Office, San Diego Police
Department, 801 West Market Street, Room 116.

We are looking forward to meeting you.

sl'n;:rely,
" {/~',/..A ,;t h('y7 .......

Bill Kolender
Chairman
School Integration Task Force



F..sSU~'3

t.

HARIA
629·1Anvil
-San D'i.ego ,

IVORY
Lake Avenue
csrir. ,,,, 9 ~

466-7856

EDUCATIO.'l
l1ashington Irving Evening High S~hool completed: January 1966
S&, Diego City College: 2k years, grade point average; 3~50

TITLE: - Secretary
TOTAL EXP2RIENCE: 10 years

.;ORK HISTORY

s~~Diego CemmQ~ity College District
3375 C~"iiloDel Rio South
Sa~Diego, California 92101
2<,'0-7610

1971, 12/77

Title: Recreational aida
Office Clerk aide

$2.85 per hr.

Student work-study position ',lithSan Diego Park & Recr-eat.LonDept.
Recreation assistant under Lou Barrier, Disabled Services. - -Assisted
lath recreational programs for h~,dicapped children e.ndteenagers
at Special Education Schools in the e.ree..Used bus trips, parties,
dances, outdeor relays and races. Helped .Tiththe 1977 Olympic
ybeelchair tournaments e.tSan Diego State University.
A1sowas an office e.ssista.~t_wcrk-studyat San Diego City College,
Admissicns Office, under Li~~e Sacrenty. Did typing, filing and
general office duties. Position ends when not attending school.

General Atomic Company
10935 John Jay Hopkins Drive
Sal Diego~ California
455-4120

8/75 12/75

Title: Secretary $162.00 per l';~<..

Secretary in the .H.~pro<~es~ing Dave Lopment, Br-anch I'ihich hanal.e s the
de s.i.grring and building of HTGR.Repr oce s s ing PIDl1t:-,arid systems.
StenoGr~"her and tYri3t for 22 chemical engineers under Hr. Colin
Heath, Dept. Manager. Company lay-o.'"f.



�.

Haria Ivory Re sume"

San Diego State University
Associated Students
51,02 College Avenue
San Diego, California 92115

8/74 "5/75

Title: Secretary III $503.00 per mo.
Secretary to Stude~t Go,e~ent ~d COlli~cil.Recorded mi-~utes of meeting~
concerning policies, codes, by-laws ariddistribution and funding of monies.
Completely f~-iliar With parliamentary procedures. Handled all dictation
a~d typing for 6 criminal and civil student attorneys. Purchased all office
supplies and equipment, handled travel a~d hotel arrangements and super,~sed
one part time typist. Hea.vy phone cent.act, and appoirit.raerrts, Position Has
temporary for 10 months only. Supervisor, Susan Carruthers.

New York City Department of Social Services
3300 Northern Boulevard
New York, New York

5/69- - - 8/71

Title: Senior Stencgra.pher $450.00 per mo.
Dictaphone, stenographer and typist. Handled monthly reports and correspon-
dence. Set up appointments and helped with intervie~1s for eligibilityo
Iieavy pncne and public contact. HOV8df'r-ca Ne'o'iYork area to Sen Diego"

New York State Dept.
<~ge Claims Division
80 Centre Street
New York; ..New York

of Labor 1/66 2/68

$375.00 per mo.
Duties included stenography and typing in the steno pool. Had considerable
legal involvement. Transferred f'r-orathe pool to j"ageClaims Division where
I was secretary to three la~ers. Used the dictaphone for lengthy correspon-
dence. Left for a better position _a~d salary.
SECRETARIAL SKILLS

Shorthand: 95 100 wpm
Typing: 65· - 70 "-p;I

Dictaphone a~d copy machines
ten key adder

REFERENCES: See attached.



\\DR!< HISlORY CONTINUED

Cedar Community Center
320 Date Street
San Diego, California 92101

1978 - Present

Title: Secretary $650 per mo.
This organization is·a multi-service agency for senior citizens.
Duties as Center secretary include answering the phone, greeting
clients at receptionist desk, typing reports, newsletter, ordering
supplies, xeroxing and taking stenography. I also take minutes
of Board Meetings once and month and Staff Meetings twice a month.
These minutes are typed, xerozed and distributed to Board Members.
Typing and content of correspondence is also one of my responsi-
bilities.



San Diego Community Colleges
Division of Adult Education

SI'lILLS CENT E11

TYPING CERTIFICATE
Date~o? /9z9'

This is to certify that I have this date administered a five-minute typing test

of unfamiliar material to ::2?2a4 L:a ./ -...J~"£ ~ _

and have scored it under International Typing contcst~es with a lO-word

penalty for each error. CorTccted speed was Go' words per minutea ,,/(p/. '
71:L-=...lD,--;?>:d'..l.",</~-«z~4?
{/ Instructor

.a:».?/v!/J--&./.-.

. with - J - errors.

Director',

San Diego Community Colleges
Division of Adult Education

SKILLS CENTER

SHORTHAND CERTIFICATE
Date 27 February 1974

TIllS is to certify that 1 have this date administered a __ -lliill-... -minute shorthand

dictation test of unfamiliar material to MARIA 1V0c:.R'-"y ,

This dictation was at the Tate of -90- words per minute and transcription was

pelTent accurc cy. ~

-L:....:.~~-£,L!..E •. Mn1~O,,--, _
Instructor

completed with -96-

P <'J /} .) c
,. /" .....", .. ;.."..,," ..

Coordinator



· .

October 9, 1977

Ernest Z. Robles,
Executive Director _
National Hisp~~iC Scholorship Fund
Post Office Box 571
San Francisco, California 94101
Dear Nr. Robles:
My wife and I first met Maria Ivory when she moved into
our apartment complex about five years ago. Maria moved
after having lived here about a year and since that time
we have continued to visit each other in our ho~es and
remained good friends.
Maria and her children attend the same church as my wife,
Leslie, and more often than not, they go together.
We know Maria not only to be a~honest, ambitious and
industrious person, and also very capable. In addition
she is a devoted and loving mother to her two children.
She is determined to get an education ~~d compete in our
society.
r-:ariais a very likable person w-hohas good control of
her emotions a~dan unusual ability of expressing herself
in an intelligent, coherent m;nner.
Please do not hesitate to contact us for further information.

Sincerely yours,
:-~~~;0h/Lcy~

~CK I10PJ'(ISON
4592~ 39th S~reet
San Diego, California 92116



October 14, 1977

Mr. Ernest Z. Robles
Executive Director
TIational Hispanic Scholarship Fund
Post Office Box 571
San Francisco, California 94101

Dear ;-lr.Robles:

'Tnis letter of reference fpr ~s.}laria Ivory is one in which I am very
pleased to send to you.

First of all, I believe that Haria possesses the intellectual ability
to he very successful. She is a very diligent student, a hard worker
and 2 very conscientious young women. She is a very sensitive individ-
ual who has the excellent ability to adjust to changing situations
and has· the :.;onderful capacity to develop meaningful relationships ..
To do this takes a self reliance of that individual as well as a good
deal of emotional maturity in order to be able to convey these feelings
to SO~eone else.

She was a student at San Diego City College for several years with an
€xcelleat acadenic record. She is currently completing her studies
for the Associate of Arts'degree in Vocational Nursini!. She has
conpleted these studies "'ithhighest honors (CPA of 3.50 out of 4.0).

I personnally believe that }~. Maria Ivory would definitely be an asset
.tp any program or or£anization that she ~ould be applying .for. I most
heartily endorse 2nd recosmend that ~aria be given every-consideration
for the position of/or recipient of the !~SF Scholarship.

Sincerely, f ,
.../L - I ';",g. T-

o NZA;,:u..V'----/~.{.~,

Samuel NcElroy Jr., Directov '
Educational Assistance Program



\
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I :~lS RUSS BOUlt"'Mi~ • SRn DIEGO

(P:..lfO~nl~ 9'Z10l-PHom 1714l2H-lial
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October 7, 1977 .:

Mr. Ernest Z. Robles
Executive Director
National Hispanic Scholarship Fund
Post Office Box 571
San Francisco, California 94101

RD' Maria Ivory

Dear Mr. Robles:

}~. }[aria Ivory has requested that I submit a letter verifying her academic
achievement and a statement indicating the probability of her completing
the requirements for an Associate of Arts Degree. I'm more than pleased
to respond on her behalf inesmuch as she has demonstrated very excellent
potential during my acquaintance with her.

As you will note from the enclosed transcript, .she has obtained above average
grades in most of the courses she has completed.

She has demonstrated unquestionable initiative and motivation, especially
in her desire to pursue a college education. Even though she has successfully
completed several college units, she is currently enrolled in a class I'm
teaching "Surviving In College." In this setting she continues to equip
herself with those skills (listening, attitudes, note taking, test taking,
reading) which will enhance her chances of completing her education.

Ms. Ivory is personable, and she has demonstrated leadership potential, as
well as a sense of moral and social responsibility.

Your consideration of her application is appreciated.

Sincerely,

q;J{~j-J
Artnur M. Jr:~on, Ed.D.
Counselor a~Instructor

Al'l,J:mcw



f:"~l
'5Rn DIEGO (;;Y COLLEGE I

'-12\ IWSS 8C!.iL~>Ii'~~ • SP,n euco
(IUlfOflnli4 910-?l"0i1E '7J"';'UIHI<J1

october 10, 1977

Nr. Ernest P".:;oles

Dear Hr. Robles:

I am pleased to sulxd.t this letter of re=ur£!1dation regarilingl'!aria
Ivory's scho'tastd,c achieve:nent end :<=otential to ccmpl.et.e a college
degree. I re=,end tIs. Ivory to ycu-e-wi.thout. reservation--as a serious
stl'dnnt ~>nois not only goal oriented but quality oriented.

As a stud.ent of mine for the past te'lree serr:esters, 115. Ivory has
cerronstrated hi.qh pot.ent.i.al., excepticrlal creativity 1 and su:-verior perform-
ance in the Lrroplementationof cl.ess ass lcrsrent.s and creative projects ..
In aOdition, she is a responsible and reliable participant who attends
class regularly and car.pletes 25sig:1.-::eIltsprompcLy and thoroughly.

I have no doubt as to !-!s. Ivory's cc.pabilities and potential for
ccrrpleting her educaticnal end career goals. I can assure you that she
is a hig!'.J.ydeserving applicant Hho vri.Ll. continue to prove herself wor'thy
of your cons ideratii.cn. 1's a tribute to her out.st.and.inq parformance as
a strudent; , I reccmrended her for an k·prC! for outstanding Scholastic
Achieverre:1t, whi.ch she received f rcm the Black Studies Depaz'tment; last
sertEster.

I encourage yoa to consider her application for a
happy to provide additional infor.r.ation regarding
appl.Lcant ,

scholarship. I shall be.
this outstanding

Sincerely yours,

ofib;{/.~'.;t7/t~ ..
Dorothy • ~,]. Smith, Instructor
Black St dies and English Departments



" ' I
NATIONAL HISPANIC SCHOLARSHIP FUND

P.O. BOX 571

415-892-9971

SAN FRANCISCO. CALIFORNIA 94101

April 12, 1978

Dear loIsIvory:

Congratulations on being selected as an 1~SF Scholar for
1977. You should be very proud of your fine record and
accomplishments which stood out in national competition;
I a~ pleased to inform you that the NHSF Board of Directors
decided to send the awards directly to all recipients.
Accordingly, enclosed you will find a check in the amount
of your previous notification from Bishop Flores.
With best regards.

Ernest Robles
Execut' e Director



JU~nOR CLEPJ: TI?IST /ST2iOGRAPH::::.z
IHTERirt: Dl.A"fE CLf: rJZ 'fT;' 157 / sn:NOC :J.Fic::R

IN IT RVI;:;;.' [:1.II HG

'ri~.e------
Your cv ..~J.l.!ntion shouLd be b as cd on the dic2;)siOT'.~i lir.:ted b eLov •.

I. INTIPJ='£RSO~-t.U SKILLS:

Ability to get along well with the public ~1d other employees (is helpful
aa d ag r e e ab Le , in cooperative t coordinates vo r k yell v i t li co-wo r k e r s ) I to
deal pleasantly and tactfully vith the public and other ~ployees, to put
people at eaae, to re~in calc under interperaonal pre~8u.e.

Please check the
appropriate box: Una c c e p t ab Ie IBe Lew

I DefL:-.itely
Average Acceptable ,!~bo"'2" Average

I tI I
. C",,,,,,en t s (optional) : _

•

11. [?FECTIVE ORAL Cm-(~",lnCATIO:;:

Ability to cOl~unicate effectively, to speak fluently (han good voc2~ulary
~d uses it easily), to get ide~B DCrOGS to others, to choose ideas ~~d
v ords appropriate for the listener.

Please check the
appropriate box:

_.-
J r.efi.n1tely

Unac ce p t ab J.e Belov Average .ytceptable . A'Jave Av e r e c e I,
~

~

~

I- .

Corrme n t s (options1) : ~ _

III. JUDGCENT AriD DECISION-HAKIIlG:

Ability to make logical common-sense j~d~oents in peocesstnp. vork and in-
_f c ro a r t cn , to an a Ly z e pr ob Lerc s an d arrive at e f f e c rLv e s o Iu t Lo n s , to ~a:(e
good decision. as to what is the beat procedure for the tc~k involved.

Pl~Bse check tile
np proprf et e box:

Cor.~cntr.(opticnal):

Un ac c c o t ab l e

~,."J



IV. ATIlnm:::s------
Ability to =i.ntllin " po ai t Lve ,,-~rl:.in[;at t Ltude (enjoya the vork, vcLuc-.

t~lri17 t ak e s e t e p s to (JCCOT::ipliBh t:::n1:.n vithout b e i n g ank e d I nh0Y6 c cn c e r'n

for the outcone of th~ job, tc~eD ~dvantnb~ of fill op?ortur~itie3 to iz-
prove l;.uO''/lcdeea and l3killa).

PLc an e check the
~pproprint" box:

Co=ents (cpcLon aL) : _

~.~~~s: (Required for each eanclidate re8ardleas of rating.)

OFJ.L scoRE_-----=-7_s:...::-A-.::()=---::-_---:;~~~-----
RATER'S SIQ;ATURE /u7R~L
AGE~~CY-------------------

OVERiLL RATING SCALE

90 - 99 Definitely Above Average: I feel confident thnt this applic~,t ~ould
make a good Cler~ and be ~ positive AS8et to an agency.

80 - 89 Acceptable: This applicent would make a £atisfactorr Clerk.

70 - 79 Bel~ Avernge: Tnis ·applic~'t probably can satisfactorily perforc
the ducie~ of ~ Clerk "itn sufficient tr~inin~.

65 fail: Thin npplicant is unqualified to be a Clerk at this ci~c. 1
would not consider hirin<; hi:::/ner.



,.
.'

I. IN~R!'!':RSO~Ul, SKILLS:

JUNIOR CLEPJ: T.?IST /STL ..NOCRA.PH::::-:'
Il"rE'"r>'!lL''l''' C' "0" rn-rsr/sn ''''ocr" ,n,·':"'1. ~;.r... (\.... ""r_.J..., J. .. ~ ;J .) t.., .V.l .l-.-r~

Ability to get along well vith the public and o t h e r emp Lo ye e s (is h e l p f u L
and ag r e e ab Le f in c oo pe r c t Lve , coordinates vo r k Yell witE co-svo r k.e r s ) J to
deal pleasantly ~,d tactfully vith the public and other CQployees, to put
people at eaae, to re~in calc ~,der interperaonal presaure.

Ple~.e check the
appropriate box: Unacccpt abLe IBelce; I De f Lr.Lr e Ly

AveraRe Acc ep t ab Le . ~~bo':~ Ave r a z e

I I

II. E?FECTlVE ORAL CO~~ICATIO~:

Ability to co~unicate effectively. to sp.~k fluently (haa good voc2~ulary
and uses it easily), to get ideas <)cr036 to others I to choose ideas an d
vords appro?riate for the listener.

Please check the
appropriate box:

~"Un1telY
Unacceptable Be l ov Av e r az e Acceptable Above Aver:"

/ I
I

4

III. JUDGHENT A~D DECISION-HAKING:

Ability to raake logical coranon-r aense j"dpoents in processinp: york and in-
. f o rrc a t t on , to an o l y z e p r ob Lec s and z r r I v e at effective s o l u t I o n s I to m2;(C

good decisions as to what is the best procedure for the tusk involvei.

Please check the
ap prcprLs t e box:

I O"ilc:,tely I
rage Accept;l.t>le 1 /.'-::C·\·P ;\.·,'er2~e I

f--=-=-::.=L..::'::'::":-:"--;---"'------,f- l L__ ",__ ,J
Cor.~cnts (optional): __ ----' , -.._--

--- ----_._---



IV. ATIITUDE:S

Ability to taa Ln t a.Ln 11 po sf t Ivc ",orkin!;nttitude (enjoya the vork, vol=.-
ttlrily t ake e e t e ps to !l.ccon?11~h t~!J,k.n vichout being a.s k e d , lJh"w\,/(i c cr.c e rn

for the our c ce e of the jeL. tr:l~e3 cdv an t ng e of a l I op po r r un t t Lc o to i~
prove l""a.tledgenc.':ldvki11n).

Please check the
appropriate box:

Cotrra en t s (option"l) : ~

(Required for snch candidate reaardleae of rating.)

.-.

OlV.L SCORE 70 ~'] 9-----------
P.ATI:R·S SIQ;ATIJRE ---------------

90 - 99 Definitely Above Average:
make a good Clerk and be ~

I feel confident thnt this applic~t
positive aseet to an agency.

,",auld

.AGE~{C'i-------------------

OVERJl L RATING SCALE

80 - 89 Acceptable: This applicent ,",Duldmake A &stiQfactory Clerk.

70 - 79 Bel"" Aver!\t;e:
the dutieg of 11

Thig ·8pplic~~t probably cun sati6factorily perfo~
Clerk vith sufficient truininb·

65 Fail: This npplic~t is un~ualified to be a Clerk at this ti~c. 1
v ou Ld not consider hiring hi::l/ner.



'."
&

JU~aOR CLEPJ~ T:.?IST /ST2iOGRAP:i::::Z
IHTEPJE!JIA"fE C:..,r:l'j; TTI'IST /ST"iNOG:~A.PtL::R

IHrERVIS;'; R..ArING Sf:'::E!

Date .3/ q /79
Your e v a Lu x t Lon s ho u Ld be bUBCd 011 th e cli.censioT':::; lioted belovo

I. INITPjJ~RSO~L!J.. SKILLS:

Ability to get along well uith the public ~,d other enployees (is helpful
and agreeable, is coop~rntive. coordinates work veIl with co-~orke~s)I to
d eaI pleasantly 3.."1d tactfully «ith the public and other emp Loyees , to puc
people at eaBe, to re~in caIn under interperaonal presBure.

Please check the
appropriate box:

I D"f LnI t e Ly
Unnccf;Dtable B,~la.J AvereQ,e Acceptable. !....ba':e kv ex nze

/ I
"Coceme n t s (optional) : _

•

II. E?FECTIVE ORAL Cm-{!'-1JNICATlON:

Ability to co~unicate effectively, to speak fluently (haB good vac2~ulary
~d ur.es it easily), to get ide~n ncr036 to others, to choose ideas ~~d
v cr d s ap p ro p r La t e for the liote.ner.

Please check the
"-Ppropriate box:

t·ef Ln I t e Ly
Unacc.e p tab Le Belav Aver2.ge Acceptable A~ove AVf:r?.~e I,. 'I/

Co=en t s (cp t t onsl) : _

II!. JUDGHENT k~D D~CISION-MAKING:

Ability to nuke logical corcmon r aense .1udgoents in processLng 'lor}:and in-
_f c rrc a t t o n , to an a ly z e p r ob Leras and arrive at e f f e c t t v c s o Iu t Lo n s , to ma.:(c
good decisions as to what is the best procedure for the task involved,

Please check the
Z1ppropriBt~ box:

, I De f t ni t e Ly I
Unacc~Dtablc . n~lO' ...' Average. Accept;tble 1 /.~c.;"p '...v e r a c e !

_----'-I/"---__ ~!-=-_:_=·=L- . J
( 0P t i ona1) :.B.t.~I W. d.."''''-_~~!'?Je5~'''~-'I--'e.v~C'-'e.=--)r--'-ao''''''~f''''S'--''J.!ott2l¥ept:., _

.~_~.t'.iL!!bJie/Jt tJf.s£;;: IIJClNl'~L..Jo ~qLe 'j,!de;2f:~d<Wf.Jli¥l!.¥f:.~.

Cor...men t s



IV. ATIITIJD'::S

Ability to ua Ln t af,n n po a i t Lvc vo rkLn]; attitude (en j oy a the vo r k , 'Volu~-
tl\ri11 t ak e a e t ep a to Dcco7..J?11~h t£:nk..!Jvichout beinz ank ed , ~h')\,16 c cn c e rn

for the cut cone of the job. t~l.:.eD cdv an t ug c of a I I op?ortl.L~itic!J to i:r
prove knovLcdgee ".cdvkillD).

PleaDe check the
eppropriate box: Un acceptab I~I

'."'''-1:::'"'"'''
Dei iI'.it~17

Be 101, ALo'le .A.ver~':...~

I
Co~ents (optional): ~

F~_~~~S: (Required for each caudidace regardleas of rating.)

.' J)on npetleLJ«( )(1S p~1 #41 HJ a ,&>7IIUI£fuhQC ('¥¥leu/" ;> .£6//c

4.p.eellr )I(, .!Je. 4l1UOj'

OVEPJLL RATING SCJoJ..E

90 - 99 Definitely ~~ove Average:
make a good Clerk and be ~

I feel co~fident th~t this applic~~t
positive asset to an Bgency.

'Jould

80 - 89 Acceptable: This applicznt ",auld make n £atinfactor, Clerk.

70 - 79 Bel"" Aver age :
the dur:ie~ of a

Tnis 'Bpplic~'t probably cun sati6factorily perfore
Clerk vito sufficient trainin".

65 fail: This applicant i$ un~ualified to be a Clerk at this ti~e. I
v ou ld not consider hLrLng hi",/oer.



IRESUME

HARIA IVORY
6291 Anvil Lake Avenue
San Diego, Calif. 92119

EDUCATION
Washington Irving Evening High Scr:hoolcompleted: January 1966
San Diego City College: 2! years, grade point average; 3~50

TITLE: Secretary
TOTAL EXPERIENCE: 10 years

\'NM HISTORY
San Diego CommQ~ity College District
3375 Carolll0Del Rio South
San Diego, California 92101
280-7610

1971, 12/77

Title: Recreational aide
Office Clerk aide

$2.85 per hr.

Student '"ork-study position with San Diego Park & Recreation Dept.
Recreation assistant under Lou Barrier, Disabled Services. Assisted
\<ithrecreational programs for handicapped children and teenagers
at Special Education Schools in the area. Used bus trips, parties,
dances, outdoor relays and races. Helped with the 1977 Olympic
V~eelchair tournaments at San Diego State University.
Also.was an office assistant.work-study at San Diego City College,
Admissions Office, under Liane Sacrenty. Did typing, filing and
general office duties. Position ends when not attending school.

General Atomic Company
10935 John Jay Hopkins Drive
San Diego, California
1,55-4120

8/75 12/75

Title: Secretary $162.00 per wk.

Secretary in the ){p.pro·~essingDevelop:nent Branch which handles the
designing and building of HTGR Reprocessing Plants and systems.
Stenographer and typist for 22 chemical engineers under Mr. Colin
Heath, Dept. Manager. Company lay-off.



Maria Ivory Resume'

Page :t.

San Diego State University
Associated Students
5/,02 College Avenue
San Diego, California 92115

8/74 '5/75

Title: Secretary III $503.00 per mo.
Secretary to Student Government and Council. Recorded minutes of meetings
concerning policies, codes, by-laws and distribution and funding of monies.
Completely familiar With parliamentary procedures. Handled all dictation
and t~~ing for 6 criminal and civil student attorneys. Purchased all office
supplies and equipment, handled travel and hotel arrangements and supervised
one part time typist. Heavy phone contact &,d appointments. Position was
temporary for 10 months only. Supervisor, Susan Carruthers.
New York City Department of Social Services
3300 Northern Boulevard
New York, New York

5/69·· - 8/71

Title: Senior Stenographer $450.00 per mo.
Dictaphone, stenographer and typist. Handled monthly reports and correspon-
dence. Set up appointments ~qd helped with interviews for eligibility.
HeavJ phone ~~d public contact. Mov8d from New York area to San Diego.
New York State Dept.
V'ageClaims Division
80 Centre Street
New York...New York

of Labor 1/66 2/68

$375.00 per moo
Duties included stenography and typing in the steno pool. Had considerable
legal involvement. Transferred from the pool to Wage Claims Division wne re
I was secretary to three lawyers. Used the dictaphone for lengthy correspon-
dence. Left for a better position .and salary.
SECRETARIAL SKILLS

Shorthand: 95 - 100 wpm
Typing: 65 - 70 wpn

Dictaphone and copy machines
ten key adder

REFERENCES: See attached.



w:JRK HIS'IDRY CONTINUED

Cedar Community Center
320 Date Street
San Diego, California 92101

1978 - Present

Title: Secretary $650 per mo.

This organization is a multi-service agency for senior citizens.
Duties as Center secretary include answering the phone, greeting
clients at receptionist desk, typing reports, newsletter, ordering
supplies, xeroxing and taking stenography. I also take minutes
of Board Meetings once and month and Staff Meetings twice a month.
These minutes are typed, xerozed and distributed to Board Members.
Typing and content of correspondence is also one of my responsi-
bili ties.



San Diego Commun ity Colleges
Division of Adult Education

S1'l ILLS CENTER

TYPING CERTIFICATE
Date~o? /9Zf/

This is to certify that I have this date administered a five-minute typing test

of unfamiliar material to 4za4 L;' / ~ _
and have scored it under International Typing Contest Rules with a lO-word

penalty for each error .

. with - 3 - errors.

Drrecto r.

San Diego Community Colleges
Division of Adult Education

SKILLS CENTER

SHORTHAND CERTIFICATE
Date 27 February 1974

This is to certify that I have this date administered a __ -t:I6N- -m inute shorthand

dictation test of unfamiliar material to MARIA IVQ~R,-"Y .

This dictation was at the rate of -90- words per minute and transcription was

completed with -96- percent accurs y.

Coordinator



., f •

October 9, 1977

Ernest Z. Robles,
Executive Director .
National HispaniC Scholorship Fund
Post Office Box 571
San Francisco, California 94101
Dear ~lr.Robles:
My wife and I first met Maria Ivory when she moved into
our apartment complex about five years ago. Maria moved
after having lived here about a year and since that time
we have continued to visit each other in our homes and
remained good friends.
Maria and her children attend the same church as my wife,
Leslie, and more often than not, they go together.
We know Maria not only to be an honest, ambitious and
industrious person, and also very capable. In addition
she is a devoted ~Dd loving mother to her two children.
She is determined to get an education aDd compete in our
society.
Maria is a very likable person who has good control of
her emotions aDd an unusual ability of expressing herself
in an intelligent, coherent manner.
Please do not hesitate to contact us for further information.

Sincerely yours,
;.-] I. D, ./.r:7~/~
JACK MORRISON
4592; 39th Street
San .Diego, California 92116



'. , .

October 14, 1977

Mr. Ernest Z. Robles
Executive Director
National Hispanic Scholarship Fund
Post Office Box 571
San Francisco, California 94101

Dear Nr. Robles:

'This letter of reference Eor 1'..s. Haria Ivory is one in which I am very
pleased to send to you.

First of all, I believe that Maria possesses the intellectual ability
to he very successful. She is a very diligent student, a hard worker
and a very conscientious young women. She is a very sensitive individ-
ual who has the excellent ability to adjust to changing situations
and has the wonderful capacity to develop meaningful reLat.Lonshtps;
To do this takes a self reliance of that individual as well as a good
deal of emotional maturity in order to be able to convey these feelings
to Someone else.

She was a student at San Diego City College for several years with an
excellent academic record. She is currently completing her studies
for the Associate of Arts degree in Vocational Nursing. She has
completed these studies with highest honors (CPA of 3.50 out of 4.0).

I personnally believe that ~~. Meria Ivory would definitely be an asset
to any program or organization that she would be applying for. I most
heartily endorse and reco~end that Maria be given every-consideration
for the position of/or recipient of the ~mSF Scholarship.

Sincerely, f ,
..../L - I ,;"C1- l-NM1':uV~~{c'i/t I

Samuel McElroy Jr., Directo~' I

Educational Assistance Program



SAn DIEGO (ITY COllEGE
!.15 RUSS BOtJLEVAiD . SRn DJH'O
(RLIFOl1nIR 92101·prtOni: (714)'.n8~1181

October 7, 1977 .:

..... '.

Mr. Ernest Z. Robles
Executive Director
National Hispanic Scholarship Fund
Post Office Box 571
San Francisco, California 94101

Rp· Maria'Ivory

Dear Mr. Robles:
Ms. Maria Ivory has requested that I submit a letter verifying her academic
achievement and a statement indicating the probability of her completing
the requirements for an Associate of Arts Degree. I'm more than pleased
to respond on her behalf inasmuch as she has demonstrated very excellent
potential during my acquaintance with her.

As you will note from the enclosed transcript, ,she has obtained above average
grades in most of the courses she has completed.

She has demonstrated unquestionable initiative and motivation, especially
in her desire to pursue a college education. Even though she has successfully
completed several college units, she is currently enrolled in a class I'm
teaching "Surviving In College." In this setting she continues to equip
herself with those skills (listening, attitudes, note taking, test taking,
reading) which will enhance her chances of completing her education.

Ms. Ivory is personable, and she has demonstrated leadership potential, as
well as a sense of moral and social responsibility.

Your consideration of her application is appreciated.

Counselor

k'1J:mcw



· -

104'2~P.USS SCUU"~~O • san ')lE'O
(RLI;Ollnll~ 91!O"'''.'OM '71")'2"-1181

october 10, 1977

Mr. Ernest Robles

Dear Mr. Robles:

I ampleased to sulmi.t. this letter of reecrrrnendation regarding "'.aria
Ivory's scho.Lastii,c achievernent and potenci.al, to ccmpl.et.ea college
degree. I recemrend !'ls. Ivory to you-e-wi.thout; reservation--as a serious
student; ...mo is not only goal oriented but quality oriented.

As a student of mine for the past t.'rree serresters, Ms. Ivory has
derronstrrated high pct.ent.i.al., exceptional creati vi ty, and superior perform-
ance in the Lttrplementationof cl2.5S assigr.ments and creative projects.
In aOdition, she is a responstbte and reliable participant who attends
class regularly and cornpletes ass i.qnrrentsspromptly and thoroughly.

I have no doubt as to lola. IVOry's capabilities and pot.ent.Lal, for
CQ!lpletingher educational and career goals. I can' assure you' that she
is a highly deserving applicant who will continue to prove herself worthy
of your considezatdon. As a tribute to her outstanding perfonnance as
a student, I reccmnendedher for an AI-lard for Outstanding Scholastic
Achieverre:'1t,wni.ch she received from the Black Studies Departrrent last
semester.

I encourage yoa to cons ide.r her application for a
happy to provide additional information regarding
appl.Lcanti,

scholarship. I shall be.
this outstanding

Sincerely yours,

otV~/,~;f2t1~ .:
Dorothy . ~'1.Smith, Instructor
Black St dies and English Departments



, .... "'. :

NATIONAL HISPANIC SCHOLARSHIP FUND
P. O. BOX 571

SAN FRANCISCO, CALIFORNIA 94101

415·892-9971

April 12, 1978

Dear Ms Ivory:

Congratulations on being selected as an NHSF Scholar for
1977. You should be very proud of your fine record and
accomplishments which stood out in national competition.
I am pleased to inform you that the NHSF Board of Directors
decided to send the awards directly to all recipients.
Accordingly, enclosed you will find a check in the amount
of your previous notification from Bishop Flores.
With best regards.

Ernest Robles
Execut' e Director



SAN DIEGO
THE CITY OF

POLICE DEPrlRTMENJ'. 801 IIiEST .\IARKET STREET. SAN DIECO • CILIFORNIA 92101
(7Uj 236·6534

OFFICE OF

IN REPLYING

PLEASE GIVE
OUR REF. NO.

15.02W',l. B. KOLENDER
Cr-q::;F OF POLICE

March 1, 1979

Ms. Maria Ivory
6291 Anvil Lake Avenue
San Diego, CA 92119
Dear Ms. Ivory:

Based on your application, you are qualified for the
job as Executive Secretary to the School Integration Task
Force; a selection will be made after an oral interview.

Your interview has been scheduled for Friday, March 9,
1979 at 9:00 a.m., in the Chief's Office, San Diego Police
Department, 801 West Market Street, Room 116.

We are looking forward to meeting you.
Sincerely,
AQ·dkz/ r- '

pLt/r-ak~--
Bill Kolender
Chairman
School Integration Task Force

..



APPLI U,Tl art

SAN DIEGO SCHOOL I~TEGRATION TASK FORCE

JOB TITLE: Executive Secretary

NAME: Kinder Charolette Lorriane
LAST FIRST ~IIDDLE

Residence: 1353 Amethyst Street San Diego 92114
STREET CITY ZIP

Telephone (home) 263-5605 (business) 263-7795

Birthdate: Aug. 6, 1946 Social Security No.~

Are you a citizen of the United States of America X Yes No
If not, are you a lawfully admitted resident alien Yes No
EDUCATION
Circle highest grade completed: 1 2 3 4 5 6 7 8 9 10 11 12
Circle highest college year completed: 1 2 3 4

Post Graduate: 1 2 3 4
Number of semester hours/units ~----- or
Quarter hours/units completed __

Date of Kind atSchools Attended/Location Graduation Major Degree
(HighSchool)

XXXXX XXXXXX
Waukegan Township High School

(Collegeor University)

1 I I -

-.---J I



..: ~..
SAN DIEGO SCHOOL INTEGRATION TASK FORCE
APPLICATION (Executive Secretary)

Page 2

WORK EXPERIEKCE
(Employer(s) during past five years)

Name/Business/Address JOB TITLE: .Secretary

DESCRIPTION OF DUTIES:
San Die~o Urban Lea~ue

Ii2.68::'Mar:ket··..13t;:-eeteoc'" 0 Tvnin" fHin" telenhone answerin~ s~hedulin~

San Diego, CA 92102 annointments for staff nrovidino feedback on

nroiect material ~atherina.

From: Jan. 16 • 19 79 To: Feb. 23 • 19 79 Salary: $ 650.00 per month
Reason for Leaving: Presently employed

Name/Business/Address JOB TITLE:
Clerk/Typist - Payroll Clerk

DESCRIPTION OF DUTIES:

Conv. & Perf. Arts Ctr. Recordiri" man hours worked nos t tna t,
.~

202 "c" Street comnutin~ and nos tina leave hours n~vino

San Die~o CA 92101 emnlovees for hours worked. Tvnina filina

answerin~ telenhone and aeneral office work.
From: March • 19 74 To: Oct. • 19 77 Salary: $ 675.00 per month

Reason for Leaving: Decided to quite work for awhile

Name/Business/Address JOB TITLE:

DESCRIPTION OF DUTIES:

From: • 19 To: • 19 Sa1ary: $ per
Reason for Leaving:



· c ., .SAN DIEGO SCHOOL INTEGRATION TASK FORCE
APPLICATION (Executive Secretary)

Page 3

Do you object to having your present employer contacted?

Yes X No

ADDITIONAL INFOfu\L~TION
(Give any additional information you wish covering your qualifications or
interests pertinent to the job for which you are applying, including ad-
ditional school courses or training not covered in this application)

LIST YOUR ABILITY TO SPEAK AND WRITE IN LANGUAGES OTHER THAN ENGLISH

LIST THREE PERSONAL REFERENCES "(name/address/phonenumber)

ApplicantSign Here Date _

RETURN COMPLETED APPLICATION BY FRIDAY, FEBRUARY 23, 1979
To: SCHOOL_ INTEGRATION TASK FORCE

p, O. Box 2724
SAN DIEGO, CA 92112



OFFiCE OF

WM. B. KOLENDER
CHIEF OF POLICE

IN REPLYING
PLEASE GIVE
OUR REF. NO.

15.02

THE CITY OF c

SAN DIEGO
POLICE DEPARTMENT. 801 WEST MARKET STREET· SAN DIEGO, CALIFORNIA 92101

(714) 236-6534

Ma rch 14, 1979

Ms. Cheri A. Johnson
3731 Haines Street #E
San Diego, CA 92109
Dear Ms. Johnson:

I am sorry that your application for the position of
Executive Secretary to the School Integration Task Force
was received too late.

Thank you for your interest.

Z~----
Bill Kolender, Chairman
School Integration Task Force

WBK:dc



3731 Haines Street ': iFE
San Diego, CA 92109
February 27, 1979

Task Force on Voluntary
School Integration
c/o Chief William Kolendar
Chairman
801 W. Market Street
San Diego, CA 92101

Dear Chief Kolendar:
Doug Byrns at the Chamber of Commerce encouraged me to contact

you regarding the position of executive director/secretary for the Task
Force. I'm enclosing a brief resume and would appreciate the opportunity
to meet with you and discuss the objectives of the Task Force. Also
enclosed, as a sample of my previous work, is a policy proposal I wrote
last year for a White House Fellowship application.

The short resume does not begin to indicate the non-paid community
and political activities I've been involved with in San Diego, nor the
types of business ventures I've engaged in outside my regular jobs. I
encourage you to contact any of the businessmen on my reference list, even
prior to an interview.

I am single with no dependents, free to travel, and with unlimited
amounts of time and energy to give to a thorough undertaking of the Task
Force's objectives.

Please give me a call at your earliest convenience. I'll look
forward to meeting with you.

Encl.(3)



CHERI A. JOHNSON
3731 Haines Street #E
San Diego, CA 92109

(714) 272 -5829

EXPERIENCE
November 1978
to present

PHOTOGRAPHER & GRAPHIC ARTIST
Free-lance, San Diego

July 1978
to November 1978

BUSINESS MANAGER & MANAGING EDITOR
TAG Casting Company & TAGLINES, San Diego

July 1975
to July 1978

EXECUTIVE SECRETARY/LEGAL ASSISTANT
Kelco Div. of Merck & Co., San Diego

February 1974
to July 1975

DEPARTMENT SECRETARY
General Atomic Co., La Jolla

June 1972
to January 1974

OFFICE ~ANAGER & LAYOUT ARTIST
Rising, Port Assoc. & RP Media, Los Angeles

April 1971
to June 1972

EXECUTIVE ASSISTANT
Adam Associates (venture capital), Beverly Hills

November 1970
to April 1971

AIDE-CASE WORKER
U.S. Senator John V. Tunney, Los Angeles

July 1970
to November 1970

EXECUTIVE SECRETARY to FINANCE DIRECTOR
Tunney for Senate Campaign, Los Angeles

July 1969
to July 1970

REPORTS SUPERVISOR
Booz, Allen & Hamilton (mgmt consultants), Los Angeles

Major areas of expertise gained/used in the above positions, as well
as outside volunteer activities, included:

BUSINESS MANAGEMENT Responsibility for fiscal affairs of a small corporation,
incl. negotiating bank loans, budgeting/forecasting,
obtaining corporate counsel, researching projects,
management troubleshooting, salary administration
Organizing office functions, policy interpretation,
vendor interface, time management, record retention,
financial reporting, benefits administration; liaison
with patent/trademark counsel
Personnel recruiting & hiring(incl. motion picture casting)
training programs; supervising sales & clerical staffs
Still photography; design & preparation of brochures,
advertisements, reports; direct mail campaigns; editorial
content, advertising, layout & production of monthly
trade publication; interface with news services, incl.
preparation of releases for political and motion picture
editors; rewriting and editing manuscripts; scheduling
and organizing events (especially fund raisers) for
over 20 political campaigns

OFFICE MANAGEMENT

SUPERVISION

PUBLIC RELATIONS

EDUCl\TION Fullerton Jr. College (1964-65), journalism major
Calif. State College, Long Beach (1967), psychology major
San Diego State Univ. (1976-77), political science/business emphasis
Nominated for White House Fellowship by Kelco Div. of Merck & Co.
Scholarship, Business & Professional Women's Club, Fullerton
President's Honor Roll, Calif. State College, Long-Beach

HONORS



CHERI JOHNSON

REF ERE N C E S

Professional

Timothy Cohe1an
Attorney
225 Broadway #1313
San Diego, CA 92101
(714) 239-0286

Warren Farrell, Ph,D,
Author-Lecturer
2825 Camino Del Mar
Del Mar, CA 92014
(714) 755-2800

William H, McNeely, Ph.D,
Vice President-R&D
Ke1co Div, of Merck & Co,
8355 Aero Drive
San Diego, CA 92123
(714) 292-8708

Frederick R, Port
Vice President-Finance
Victor Palmieri & Co.
609 S. Grand Avenue
Los Angeles, CA 90017
(213) 680-0820

Delwin P. Henry, Jr.
Vice President-Marketing
Gill Cable
1302 N. Fourth
San Jose, CA
(408) 998-7333

Raymond Johnson
President
Citizens-Western Bank
Grand & Ingraham Sts.
San Diego, CA 92109
(714) 275-0911

David Burnett
Manager
Core Laboratories
P, 0, Box 47547
Dallas, IX 75247
(214) 631-8270

Personal

Over 2 years:

Diana J, Long
Technical Rep, - Ke1co
(312) 372-1352 (office)

Over 5 years:

Diana J, Krevis
Auditor - Arthur Andersen & Co,
(714) 236-1666 (office)

Linda Saferite
Administrator - Library Services
(213) 960-2861 (office)

Over 10 years:

Darrell Buckley
International entrepreneur
(213) 438-1350 (home/office)

Mark Brown
Captain - S,D, Lifeguard Service
(714) 224-2709 (office)

Over 20 years:

James & Betty Stone
38152 Rock Circle
Palm Desert, CA 92260
(714) 346-4020 (home)

Jan Kruger
7085 Santa Irene Circle
Buena Park, CA 90620
(714) 995-5691 (home)



33. Write a memorandum, of not more than 500 words, for the President, making a specific policy pro.
posaL Explain why you think i-t important, what issues it raises, and why you think he should support it.

To: The President
FrOlll; Miss C. A. Johnson
Subject: ADMINISTRATION OF THE TOXIC SUBSTANCES CONTROL ACT - INVENTORY REPORTING

A. RECCH'IENDED POLICY CHANGE
I respectfully recommend that you intervene in the proposed EPA regulations for administering the Toxic

Substances Control Act of 1976 by advising the Administrator to delete the proposed regulation mandating that
chemical manufacturers report the estimated volumes of each chemical substance manufactured at each plant site
and. instead, support the industry reconmendation to maintain this information on-site.

B. SCOPE/! NTENT OF THE ACT
According to EPA, the goal of the TSCA is "to protect human health and the environment from unreasonable risks

presented by chemical substances. The policy of the U.S. Government is "that (a) adequate data on the effects of
chemical substances should be developed as the responsibility of those who manufacture and process them; (b) authority
should exist to regulate such chemicals which pose unreasonable risks and act on those which are imminent hazards;
and (c) exercising this authority should assure that chemical substances will not present unreasonable risk yet not
unduly impede technological innovation. II

C. EPA PROPOSALS
1. Original Proposal - Initial emphasis was on requirements for the establishment within individual

industrial firms of complete, up-to-date, and easily accessible records concerning each of the
chemicals manufactured or used by the firm. When EPA determined there was a valid concern about
a given chemical, then they could contact the company where it is manufactured and determine thespecific, up-to-date information on the volume and site of manufacture.

2. Current Proposal - The revised version requires certain manufacturers to identify the chemical
subs~ances, exactly where the chemical substances are manufactured, and in what quantities. The
purpose of this approach is to use these initial reporting requirements not only to compile the
inventory required by Section B(b), but also to fulfill the Congressional intent that adequate
data be developed for implementation of TSCA and ;or other authorities directed to regulatingrisks associated with chemical substances.

n. INDUSTRY RECOMMENDATIONS
1. Maintain Volume Records On-site - Industry would prefer the original EPA proposal for maintaining

volume records on-site. Including production volumes and site information will create substantial
problems with confidentiality. Particularly in areas where a firm produces only one product at
one site, or where the company is the only U.S. producer of a certain substance, these figures
will allow competitors to extrapolate both costs and processing information.

2. Report Volumes in Broad Ranges - Most companies consider precise production figures as privileged
fnformatl0n, but would not object to broad range reporting. Reasonable estimates can be obtained
by reporting volume information in broad subsets of: up to 100,000 1bs.; 100,000-500,000 lbs.;500,000-1 million lbs.; etc.

Eo CONCLUS ION
TSCA was designed to help reduce scientific uncertainties concerning toxic substances and to add coherence

to the national effort to protect people and the environment from unreasonable risk without unnecessarily blunting
a dynamic sector of our economy. No conVincing case has been made that information on manufacturing sites and
quantities would be essential to EPA in meeting its initial responsibilities under the Act. The protection of
trade secrets is vital to the development of existing and new businesses in the United States and should be
encouraged by revision of the proposed EPA regulations.

IS
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OFFICE OF

WM. B. KOLENOER
CHIEF OF POLICE

IN REPL.YING
PLEASE GIVE
OUR REF. NO.

15.02

THE CITY OF

SAN DIEGO
POLlCE DEPARTMENT· 801 WEST MARKET STREET· SAN DTIiGO, CALIFORNIA 92101

(714) 236-6534

March 14, 1979

Ms. Regina Greene
1133 E. Lexington Avenue
E1 Cajon, CA 92021
Dear Ms. Greene:

Thank you for submitting your application for the posi-
tion of Executive Secretary to the School Integration Task
Force. I am sorry you do not meet the basic qualifications.

We appreciate your interest.
Sincerely,

k
Bill Kolender, Chairman
School Integration Task Force

WBK:dc
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If not, are you a lawfully admitted resident alien Yes No

/

"PPLIC',TIO"M /"\1 1'!

SAN DIEGO SCHOOL INTEGRi\TIOCiTASK FORCE

JOB TITLE: Executive Secretary

NAJ\1E:
~FIRST

DO Q-tJ
LAST MIDDLE

STREET

Telephone (horne) ~JL(~j_-__a~\~g~k~9L-__~(~bu~s~1~'n~e~s~s~) _

~B~ir~t~h~d~a~t~e~:~~\_-~\~()~-_~~~~C\~~~Social Security No

Are you a citizen of the United States of America ~Yes No

EDUCATION
Circle highest grade completed: 1 2 3 4 5 6 7 8 9 10 11 @
Circle highest college year completed: l@ 3 4

Post Graduate: 1 2 3 4

Number of semester hours/units i.~~~·~__orr: _J,

Quarter hours/units completed _

Date of Kind of
Schools Attended/Location Graduation Major Degree

L
(HighS7hoo1)

~( hni') 10\('Irnl" H!oh ((? - xxxxx xxx xxx'-
.~ T3u\.u~.

r: (C~ge or Uni~ersity) i3LhRd-:)a (\ dj! f c10 !- \len 11'1::1

(iolipqL-- J ~I

,
J --



DESCRIPTION OF DUTIES:

. SAN'DIEGO SCHOOL INTEGRATIO~ TASK FORCE
APPLICATION (Executive Secretary)

Page 2

WORK EXPERIENCE
(Employer(s) during past five years)

Name/Business/Address JOB TITLE:
SecrQ..U,

~~~~~9'\1Wfm~~wn~~~~~Mf'~-
" a

1-=W-:.-7-:----'--'------~~~~~~~'""""TM';;l....,,-'~~~~f_t:,;:m_:,rl.e_fc ) .

~"'-'--L.,;,?:::....:..'8"~~.....J.J'_:::±~Ulll~cr:..L..L'-LUi-.Y.JS~L.LI.ll-"'-'---4-'\¥'-'X:.LL..J.Ll:~'--l.l~L.LU--"--___!""ove eJ-7

Reason for Leaving:
Name/Business/Address





. SAN 'DIEGO SCHOOL INTEGR.Il,.TI0!'J"TASK FORCE
APPLICATION (Executive Secretary)

Page 3
. .

Do you object to having your present employer contacted?

-.:1... Yes No

ADDITIONAL INFORMATION
(Give any additional information you wish covering your qualifications or
interests pertinent to the job for which you are applying, including ad-
ditional school courses or training not covered in this application)

LIST THREE PERSONAL REFERENCES :(name/address/phone number)
rfk .}\; \\ \,U 0,'\ te- l.JJ 10 Sex \j 0 ~ s--br ee+ '"6o,lo - ) GOG
roo- nJ ~ \2\ ~10 OSLo--\- 0--brecl d.-Sf'j -15~4-

~~~~-:+:i:f1-~-2--:~,!-7'-'--=+-':::::'~--'.-:..\..1.L-.-.:::::S~CA.:.::.:..I\..L.,.L~\\U~\.:.-l~"':;'~o_~>L....'.-4-~g If5
"t~

RETURN COMPLETED APPLICATION BY FRIDAY. FEBRUARY 23. 1979
To: SCHOOL_ INTEGRATION TASK FORCE

P. O. Box 2724
SAN DIEGO. CA 92112



,
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15.02

THE CITY OF

SAN DIEGO
POLICE DEPARTMENT. 801 WEST MARKET STREET· SAN DIEGO, CALIFORNIA 92101

(714) 236-6534

OFFICE OF

WM_ B_ KOLENDER
CHIEF OF POLICE

IN REPLYING
PL.EASE GIVE
OUR REF. NO.

March 14, 1979

Ms. Robin E. Yates
8553 Hurlbut Street
San Diego, CA 92123
Dear Ms. Yates:

Thank you for submitting your application for the posi-
tion of Executive Secretary to the School Integration Task
Force. I am sorry you do not meet the basic qualifications.

We appreciate your interest.
Sincerely,

~?t!~
Bill Kolender, Chairman
School Integration Task Force

WBK:dc



F

SA?\DIEGO SCHOOL II\'TEGRATIO:\Tr\SKFORCE,
'\.

ADDI ICATTO~I
hilL hJl!~

JOB TITLE: Executive Secretary

If not, are you a lawfully admitted resident alien Yes No

NAME:
LAST FIRST MIDDLE

Residence:
.-

~S S:,.?->'Ss-s.-------.:.~~'S:>'-~ ~G...~~-,~J (~V--~:
STREET CITY ZIP

Telephone (home) '~-:-\ ~~~=;;;;,"'"",

=B=i=r=t~h=d=a=t=e~:_~_~~.-L-_~~(~~~~~~~~Social Security No.

Are you a citizen. of the United States of America ~ No

EDUCATION
Circle highest grade completed: 1 2 3 4 S 6 7 8 9 10 11 ~

.-/

Circle highest college year completed: 1 2 3 4
Post Graduate: 1 2 3 4

Number of semester hours/units or
Quarter hours/units completed _

Date of Kind of
Schools Attended/Location Graduation Major Degree

(HighSchool) ~-",,~r-, <2:.;..;;;-.<; i"\,,-,,""" ',,,>, r~~ C'.....i"fJ~\ xxxxx xxxxxx
-c::3" ,

">.....-.-<2. ~~ =::" <:, ,,~ _ ~~
(Collegeor University) Ss-\~ ~~,,,,,,,~c:§::,

c-~~~''-' ~ "-::::..c....c,~~~e
"'> a""~ ~ . . -<. . ~ .~»",~'12-~



Name/Business/Address

<.

Page 2

WORK EXPERIENCE
(Employer(s) during past five years)

JOB TITLE:

DESCRIPTION OF DUTIES:

$1.-\.-""'0per~ <

Name/Business/Address JOB TITLE:
a, ......u.e:- -; "'= <;
DESCRIPTION OF DUTIES:

-<::>~ 0.....: c-~

Salary: $ '"iJ

Reason for Leaving:

Name/Business/Address

Salary: $ ~iI!I'~ per
(,,0-0<>

Reason for Leaving:



SAN'DIEGO SCHOOL INTEGRATION TASK fORCE
APPLICATION (Executive Secretary)

Page 3

Do you object to having your present employer contacted?

Yes VNo
ADDITIONAL INFOR~~TION
(Give any additional information you wish covering your qualifications or
interests pertinent to the job for which you are applying, including ad-
ditional school courses or training not covered in this application)

~ CY~Q>..·, c:c......~0~ C''--,~ " 'S0~'<s:::-,e 'S'S-....- .:s \ - \
~~~'\ e :s:--..e"..";;:-...;:-,....';s:-.,..,, ""'..;>'..:,"S"=--~''" ~~ :......~
~-s()c eh~::::..,' S) e..."""'>£'js>- <3>-'-. &~0>.~ Q~e~"

\ ...... \

\'e..c", ~ ':::=e c"'--e=:......,,0-.~........ c..D'-'-""'S=§;.
2) ~

LIST YOUR ABILITY TO SPEAK AND WRITE IN LANGUAGES OTHER THAN ENGLISH
~ c..Q-.~ S~e...o.....'4-... ~0-...~,~~~,<:::::,''-l, ,

........ \

LIST THREE PERSONAL REFERENCES (name/address/phone number)
%~'s::>"E' ~'j's-, ~,,\S ~ ...................~()"'"
~~~ ~~~ ~":::. "'Q-...-...---,v." SS~...."", ~ .......

APPlicant~, ~Sign Here~b

•
RETURN COMPLETED APPLICATION BY FRIDAY, FEBRUARY 23, 1979

To: SCHOOL_INTEGRATION TASK FORCE
P. O. Box 2724
SAN DIEGO, CA 92112



ROBIN ELAINE YATES
8553 HURLBUT STREET
SAN DIEGO, CA 92123

277-7381
SS# 548-11-3811

Position Desired: SECRETARIAL

EDUCATION

SAWYER COLLEGE OF BUSINESS
5507 El Cajon Boulevard
San Diego, CA 92115

o

SCHOOL ACTIVITIES:
Treasurer of the Student Body.

Modern Secretary Course: Subject included typing, shorthand, business math,
English, filing, office procedures, personal development, legal secretary
procedures.

LEMOORE HIGH SCHOOL
E and Bush Street
Lemoore, CA 93245

SKILLS

Typing: 64 WPM
Shorthand: 80 WPM
10-Key adding machine

WORK EXPERIENCE

VOLT TECHNICAL CORPORATION
7570 Clairemont Mesa Blvd.
San Diego, CA 92111
279-5801

HURON POLICE DEPARTMENT
5th Street
Huron, CA 93245

SCHOOL ACTIVITIES:
Member of girls track team,
head majorette, choir member,
health club president.

Dictaphone
Qwip machine
Dupl icating machine

I went to a number of Corporations
and Company's doing a variety of
secretarial duties including: typing;
shorthand: fi 1ing; adding machine;
phone answering; making ai rl ine and
trip reservations.
SUPERVISER: BETH KELSEY

Dispatcher: Responsible for sending
out emergency messages over pol ice
radio to patroling officers; typing
a variety of pol ice forms and reports;
f iIi ng.
SUPERVISER: CHIEF GONGORA

REFERENCES FURNISHED UPON REQUEST,



THE CITY OF

SAN DIEGO
POLlGE DEPARTMENT. 801 WEST MARKET STREET· SAN DIEGO, CALIFORNIA 92101

(714) 236-6534

OFFICE OF

WM. S. KOLENDER
CHIEF OF POLICE

IN REPLYING
PLEASE GIVE
OUR REF. NO.

15.02

March 14, 1979

Ms. Lupe G. Neder
10107 Caminito Jovial
San Diego, CA 92126
Dear Ms. Neder:

I am sorry that your application for the position of
Executive Secretary to the School Integration Task Force
was received too late.

Thank you for your interest.
Sincerely,

;!fo?~~
Bill Kolender, Chairman
School Integration Task Force

WBK:dc



>.-~ ) /
SAN DIEGO SCHOOL INTEGRATION TASK ~ORCY;;' ~/. /, r s ;/-' /

i L/Z, //
APPLI ((iT! m,! \,___..__,,

JOB TITLE: Executive Secretary

NAtvrE: Ne.DeS c.
LAST FIRST MIDDLE

:.:R::::.es::::.1.:::;·d::.:e::..:n:.::c:.::e:"::_--LJ~O..:./-=o_-!...7--,:C""A="'!:..1 ~;,~V':..:-IL'''-'_-'../~, -,-{):..!(;:.!/.d·4~t,--_.s.S.LA=.uLAiJ./..J..J!· <'~'J'U;(;L" ~6",A:!..· ---,9d I ;{. (;.
STREET CITY ZIP

Telephone (home) S"2 cf .. s S '-I i.( (business)

B~ir~th~d~a~t~e~:~iO~-~J~/~-~¥w9L-Social Security No.

Are you a citizen of the United States of America ~ Yes No
If not, are you a lawfully admitted resident alien Yes No
EDUCATION
Circle highest grade completed: 1 2 3 4 5 6 7 8 9 10 11 ~
Circle highest college year completed: 1 2 3 4

Post Graduate: 1 2 3 4
Number of semester hours/units __~~ or
Quarter hours/units completed _

Date of Kind ofSchools Attended/Location Graduation Major Degree
(High School)

CA~ , lL e ~ ~ J./.' c .1./ S'c .u· " co'- ; 1/, ",,__ N.5"Y xXXXX XXXXXX

(Collegeor University)



SAN DIEGO SCHOOL INTEGRATION TASK FORCE
APPLICATION (Executive Secretary)

Page 2

WORK EXPERIEI\CE
(Employer(s) during past five years)

Name/Business/Address JOB TITLE:
F>t"~cvJ-""c. s-; ~e:...Ld~~

DESCRIPTION OF DUTIES:

s;-- /f.J-./ ~ r: 1./ £n ~ c u-'?-1~

From: JVAi e, • 19 I), To: /)ec~',H6"f' 19 QY Salary: $ s I') S; per rYl".

Reason for Leaving: J;;e LU/" _ J", /I

Name/Business/Address JOB TITLE:

I[\-"AM Me~' .L
DESCRIPTION OF DUTIES:

of
rt

/: () vC4 -1-1", "'" Sec A+-!4- u1/} Ifes: ,,""'" c::::

From: III '4 .19GlfTo:
U()!V<...

• 19 7(, Salary: $ ,goo per /,J1/J
LJ JU •

Reason for Leaving: T: Sec:/C &J .f .JIe:.c- E /?'1r /", y »t t!! -u -'

Name/Business/Address JOB TITLE:

DESCRIPTION OF DUTIES:

--From: • 19 To: • 19 Salary: $ per
Reason for Leaving:



,
SAN DIEGO SCHOOL INTEGRATION TASK FORCE
APPLICATION (Executive Secretary)

Page 3

Do you object to having your present employer contacted?

Yes /' No

ADDITIONAL INFOR~~TION
(Give any additional information you wish covering your qualifications or
interests pertinent to the job for which you are applying, including ad-
ditional school courses or training not covered in this application)

LIST YOUR ABILITY TO SPEAK AND WRITE IN LANGUAGES OTHER THAN ENGLISH

Am +0

11 ST THREE PERSONAL REFERENCES :(name/address/phonenumber)
U;l139)

1'121 A/-t4n7aA1+ C,'<C/e <./?S- YJ5eY;: /;.() 1&•
Lib tV,s 6" aWe. /U"In. OF}' </7'1-;22'/7
• "l:u>so

&"Ct/4&t2 F/d ,u· ( .,2.:l..J( C"'l1?tnu. "-<AUM, ..}Q'" {J,'e70 .,2d'j-().;L~.;J./.J'1,f'i'2J'~

Applicant ,~
Sig n Here_--I.lD{..e~..u.<~~~,,--_A~'-.;-,--J1..L-L&","".!!:t?:l<4-..s-.- Date o? - .:z.3 - '> 9

RETURN COMPLETED APPLICATION BY FRIDAY, FEBRUARY 23, 1979
To: SCHOOL. INTEGRATION TASK FORCE

p, O. Box 272LI
SAN DIEGO, CA 92112



RESUME
Lupe G. Neder

10107 Caminito Jovial
San Diego, CA 92126
Phone: 578-5544

JOB OBJECTIVE:

To work at a stimulating job offering independence, flexibility and growth in
the executive secretary field. I would like to be a secretary for an interesting
person who can fully compensate my skills. I enjoy this field and take my
position seriously. I am bilingual and therefore, am interested in bridging
the communication gap between the Mexican and/or Mexican-American and Anglo
when the opportunity presents itself.

EMPLOYMENT :

1976-1978 Secretary to David E. DeVol, First Vice President
San Diego Federal Savings & Loan Assn.
600 B Street
San Diego, CA

I served as personal secretary to the above and performed
all related duties as required.

Prepared Board of Directors month-end reports using monthly
computer print outs provided by Accounting Department. This
involved sorting and calculation of volume figures in several
categories. Typing and submission of final copy.

Duties also included: Extensive telephone work and
all administrative secretarial duties.

Prepared approximately 80 month-end dealer reports using
computer print outs provided by Accounting Department. This
task involved calculation of various accounts, figuring balances,
and in some cases, preparing checks when required. Typing and
mailing reports to individual dealers.

Documentation of Home Improvement and Equity Loans as necessary
to assist three Loan Officers.

Full processing through documentation of employee personal
and automobile loans.

Handled all department secretarial needs which also included
storekeeper duties.

Handled PSA airline tickets for Division which included monthly
accounting and submission to Accounting Department for payment.

Typing of budgets and financial statement s from rough copy
for D'LvLsLon \~hich Inc Ludad 6 depa ..~tnent s,



· .'-< . . -'

EMPLOYMENT (cont Id)

1964-1976 Secretary to: Rev. Msgr. Franklin F. Rurd
Msgr. John A. Dickie
Dr. H. Giles Schmid

I served as personal secretary and assistant to the above, who
all served terms as Director of Education.

In addition to all secretarial duties, performed general
bookkeeping,posting through trial balance including
accounts receivable and accounts payable, payroll expenses,
etc. Also, in charge of centralized payroll service for BO
lay employees in the Catholic school system. Responsibile
for the coordination of large mailings, heavy machine trans-
cription work and the handling of sensitive phone calls.

Secretarial pool work for Director aridAssociates. Also,
responsibile for the typing of budgets and financial statements.

1959-1960 San Diego Gas & Electric Company

Clerk typist and relief receptionist. After 3 months,
employment advanced to Secretary to the Commerical Director.

SKILLS :

Various electric typewriters (IBM Executive, IBM Selectric
Typewriter), various dictating transcribing machines, ten
key adding machine, switchboard, able to type final copy from
voice.

EDUCATION:

San Diego High School - San Diego CA

September 1954 - June 1957
Graduated
Business and secretarial major

Kelsey-Jenney Business College - San Diego, CA

Received Secretarial Diploma in January, 195B

PERSONAL INFORMATION:

Date of Birth:
Place of Birth:

10-31-39
San Diego, CA

Health:
Marital Status:

Excellent
Divorced

Employment availability: Immediate
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THE CITY OF I"
SAN DIEGO
POLICE DEPARTMENT. 801 WEST MARKET STREET. SAN DIEGO, CALIFORNIA 92101

(714) 236-6534

OFFiCE OF

WM. B. KOLENDER
CHIEF OF POLICE

IN REPLYING
PLEASE GIVE
OUR REF. NO.

March 14, 1979

Miss Judith Bond
2460 "A" Street
San Diego, CA 92102
Dear Miss Bond:

I am sorry that your application for the position of
Executive Secretary to the School Integration Task Force

was received too late.
Thank you for your interest.

Sincerely,

/1d~~~
Bill Ko1ender, Chairman
School Integration Task Force

WBK:dc



APPLI (In I 0".)J-\ I I "J. I.

SAN DIEGO SCHOOL I:.iTEGRATIONTASK FORCE

vJh/\0 .
J

JOB TITLE: Executive Secretary

NANE: BONO JUDITH
LAST FIRST "lIDDLE

Residence: A ST"REfT - SAN Df£C/o--
STREET CITY ZIP

Telephone (home) ::2 3 Lj -O't35 (business)

Birthdate: f~/;FI/L.j1 Social Security No.'-
Are you a citizen of the United States of America )( Yes No
If not, are you a lawfully admitted resident alien Yes No
EDUCATION
Circle highest grade completed: 1 2 3 4 5 6_ 7 8 9 10 11 12
Circle highest college year completed: 1 2 3 G)

Post Graduate: 1 2 3 4

Number of semester hours/units _ or
Quarter hours/units completed ___

Date of Kind atSchools Attended/Location Graduation Major Degree
(HighSchool)

Roy J. WASSON xxxxx xxxxxx
coLoRADo SPR/No.g COLoRA-DO 19~ 0

(Collegeor-University)
UN \Vf-RS (TV Of: COLoRADo

BOULDER (..OLORA-Do lq r;,y CI>I\(TIV~L Eo B.A.
t !;.;ISrr lW e vI<bP" ....N STU)) I j;..5

UNIV.oF CALIF: - Bf.RK&:LGY (9NiO 5 MeSTf~ l1.USSI A-N -- J



SAN DIEGO SCHOOL INTEGRAHONTF>.SK FORCE
APPLICATION (Executive Secretary)

Page 2

WORK EXPERIENCE
(Employer(s) during past five years)

Name/Business/Address JOB TITLE: LANGUAc<F /..-A-fS. PARA PROF.E5-
SIONAL

RoY J. WASSoN DESCRIPTION OF DUTIES:

HIGH SC+1ooL P.l.ut-u. 4-U
,

~

2\15 AFTON WA'1

CoLoRA-PO SPRIN~

GO BOQo1
From: ~EPT. , 1977 To: A3lJ6i. , 19 7 8 Salary: $ per

Reason for Leavi ng: PO~~rJg~]~~',1Jj\;:!Rj€'t~o~,:~~~5"~~PP,,"j) IN

Name/Business/Address JOB TITLE:

S"'N PIE(;;O COUNT'!
DESCRIPTION OF DUTIES:

HUM.4-N RaATION5 pJ.etut AU ~

COMfV\ISS"fON

3130 FIFTH AVE.

SA-N I/l5GO CA Q;2lo'3
From: OCT , 1972 To: JUNE ' 19/( Salary: $ goo per MONT"H
Reason for Leaving: MoU-e;:D Tb CoLO~A-DO SPRIN45

Name/Business/Address JOB TITLE: SeNIOR CL..fORk- ADMISSIONS
OFFICE

SAN DI EC;;0 5TA-IT DESCRIPTION OF DUTIES:

(/NfV6R.-S fry PftM.-e
, ,

/oU..€ /l.e-a.#rn.e

5YO'1. c.oLL~ E= AVE.

SAN Dl€-G c. CA q2/ &:2-

"-From: AUG. ' 19(.9 To: JUNE ' 19 7 I Salary: $ per
Reason for Leaving: TRAVEL. (~ E.UROPE

•



"• SAN DIEGO SCHOOL INTEGRATWN 'TASK FORCE
APPLICATION (Executive Secretary)

Page 3

Do you object to having your present employer contacted?
Nfff ~fseNJt.'f e~PLo'lE'O

Yes No

ADDITIONAL INFOR~~TION
(Give any additional information you wish covering your qualifications or
interests pertinent to the job for which you are applying, including ad-
ditional school courses or training not covered in this application)
I I-II}VE HJrO EX"PERI13NCE IN 5£T'rINl:; uP FILES. i'

TAIONC,
/ ~

AS LJA50N B£7WcbN GoV£HlNING, BOI'rRP ItNO

MINUT1£5 OF MeeTINGS, ARRANqINC; M£l377Nfi5

ftC71tJ(i

STAFF: I HAVE DEV13LOP£D FORMS, TYP£D IAI

SPAN/51·1.

LIST YOUR ABILITY TO SPEAK AND WRITE IN LANGUAGES OTHER THAN ENGLISH
5PA-N IS J.-I ,.

FRENC+{ -
I

LIST THREE PERSONAL REFERENCES :(name/address/phone number) 2'lQ-77"13

BLvO" S,D. Cfl q212 LI

q 2/'2 I '453-Q4tl8

Ci7 Q:::U18 43S-fC,7C,2

GEORGE D. WILLIAMS /oQQf CLltIREMDWr M.F5A

LOUISE F; M. UNCH , q.st b EI'rSTtR Wft'1, S,P,/ Cft
•

f\JDRAH LYON 5,< 13ff FOVRTH A-l.-lF-./ CORoNADO,

Applicant J', t,'M D. ... 11Sign Here__ ~--.:..--.:..__ I_;A.J._~-=- .Date 3/1/7 q

RETURN COMPLETED APPLICATION BY FRIDAY, FEBRUARY 23, 1979
To: SCHOOL~INTEGRATION TASK FORCE

p, O. Box 2724
SAN DIEGO, CA 92112

/ Do NOT HAVE THE <>HORTHMD SKILLS ReQ OIR£-O.



JUDITH BOND
2460 A Street
San Diego, CA 92102
(714) 234-0935

WORK HISTORY

September 1977 -
August 1978

October 1972 -
June 1977

August 1968 -
June 1971

April 1966 -
December 1967

. "Resume 2/79

Roy J. Wasson High School (School District #11) 2115 Afton Way,
Colorado Springs, CO 80909
Job Title: Language Laboratory Paraprofessional
Supervisor: Delbert Bye, Chairman, Foreign Language Department
Duties: Ran the language lab (set up tapes for students, listened
to students practicing with tape, maintained tapes and books used
in the lab) and acted as department secretary (typed reports, tests
in French, Spanish, and German). Ordered supplies. Extra assign-
ments: made visual aids, games, etc., in French and Spanish;"ran
tapes for students interested in learning Russian; organized Foreign
Language Festival day; did survey/evaluation of reasons students
dropped out of Foreign Language Department courses.
San Diego County Human Relations Commission, 3730 Fifth Avenue,
San Diego, CA 92103 (contact Human Resources Agency, County of
San Diego, 1600 Pacific Highway, San Diego, CA 92101 - Commission
defunded 9/78)
Job Title: Secretary/Personnel Clerk (hired through Kelly Girl as
Receptionist, joined Commission staff, promoted to Secretary/Personnel
Clerk, acted as Secretary to the Executive Director for 6 months)
Supervisor: George D. Williams, Executive Director
Duties: as Secretary to the Deputy Director and Executive Director,
took dictation; typed letters, reports, memoranda; took minutes of
committee and Governing Board meetings; set up appointments; kept
calendar; made travel arrangements; ordered supplies; supervised
clerical staff. As Personnel Clerk set up personnel files; set up
hiring process; under supervision of personnel director, processed
all applications (including those for executive director positions).
Extra assignments included: devised forms used in office; set up
central filing system incorporating unfiled material going back
several years; made visual aids; typed tenant/landlord handbook in
English and in Spanish; helped lay-out handbook for printers.
San Diego State University, Office of Records and Admissions,
5402 College Avenue, San Diego, CA 92182
Job Title: Senior Clerk, Admissions Office (Admissions Supervisor)
Supervisor: R.E. Downen
Duties: Processed applications for admission to the university.
Supervised staff of eight. Reviewed applications, evaluated high
school transcripts, notified applicants, prepared information for
computer center. Extra assignments: prepared detailed instruction
manual for application process.
Standard Oil Company, Employee Relations Department, 225 Bush Street,
San Francisco, CA 94104
Job Title: File Clerk (hired as mail clerk)
Duties: General filing; personnel filing. Extra assignment: organize
supply room (several departments had merged to form new Employee Rela-
tions Department; files and supplies had to be consolidated).



• JUDITH BOND -2- 2/79

EDUCATION
• Bachelor of Arts degree from the University of Colorado (Boulder) - June 1964

(Central and Eastern European Studies)
• Scholarship to study Russian in Finland and the U.S.S.R. - Summer of 1963
• Three years in school in French-speaking Switzerland (Lausanne) - Ecole Vinet

1955-1958
• One semester as graduate student in Russian at the University of California at

Berkeley - 1965

MISCELLANEOUS INFORMATION

• Languages - French: excellent speaking, reading, writing ability
Spanish: good speaking, reading, writing ability
Russian: f~ir speaking, reading, 'writing ability

• Travel - Lived in Switzerland 'with my family (1955-1958). Traveled extensively in
Europe

Studied Russian in Finland, traveled for two weeks in the Soviet Union
(Summer of 1963)

Lived in Cali, Colombia, South America, for one year (1964-1965). Taught
English at the Universidad del Valle, Cali. Traveled in Colombia and
Ecuador

Traveled around the world (Asia, Mid-East, North Africa, and Europe) -
January to June 1968

Spent ten days in Rome and Florence on a student tour - Spring of 1970
Traveled through Britain (England, Wales, Ireland, Northern Ireland, and

Scotland) - SUIlIlIlerof 1971

PERSONAL DATA

Date of
Marital
Health:

birth: December 29, 1941
status: Single (no dependents)
Excellent

REFERENCES

• George D. Williams
10991 Clairemont Mesa Boulevard
San Diego, CA 92124

• Louise F. Munch
9516 Easter Way
San Diego,.CA 92121

• Norah Lyons
1311 Fourth Street
Coronado, CA 92118
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