Jackie Martin
jmartinklement@palomar.edu  
CERTIFICATIONS/CREDENTIALS


· Clear Designated Subjects Vocational Teaching Credential; Full-time.  Subject: Word Processing, Office Technologies, and Clerical Occupations, July 2001-July 2006

· Equivalency, Palomar College.  Accounting:  QuickBooks.  2005.  Marketing; Office Information Systems; Business Education, 2000.    

· Microsoft Office User Specialist (MOS): Word, Excel, PowerPoint

· CBEST; December, 1995

· California Community College Instructor Credential.  Spanish.  Valid for Life

· Proofamatics Instructor; McGraw-Hill, 1985.  Subject:  Proofreading Skills

EDUCATION


Master of Arts in Spanish Literature.  Bowling Green State University (BGSU), Bowling Green, OH  43402, December 1981

Bachelor of Arts.  Major:  Interpersonal & Public Communications.  Minor:  Spanish.  Bowling Green State University, June 1980

EXPERIENCE

Associate Professor, Palomar College RCSIS.  Full-time Faculty Member/Lead Instructor/Advisor for the ROP Computer Applications Program.  August 1997-present.

Adjunct Professor, Palomar College Paralegal Program, Business Education Department.  

Updated computer literacy courses to include Beginning Computer Literacy for Paralegals (PLS 110), Advanced Computer Literacy for Paralegals (PLS 210) and Technology-Assisted Job Search (PLS 197).  Fall 2000-present.  

QuickBooks, Accounting 110.  Teach QuickBooks in a one unit format for the ROP Department and in a 2 unit format for the Business Education Department.  2005-present.  

Classes taught or currently teaching:   (for course description information and current teaching schedule, see http://www.palomar.edu/ROPcompapps/ 

	COURSES:  
	CONTENT:

	Microcomputer Applications, Beginning  RCSIS 120
	Word, Excel, Access, PowerPoint

	Microcomputer Applications, Advanced  RCSIS 121
	Word, Excel, Access, PowerPoint (advanced)

	Word, RCSIS 127
	Document creation, formatting and production to include business letter formats, report generation, mail merge, newsletters, flyers, brochures and desktop publishing features

	Access, RCSIS 180
	Database applications

	Excel, RCSIS 175
	Spreadsheet applications

	QuickBooks, RCSIS 97 and Acctg. 110
	Computerized Accounting

	Windows, RCSIS 170
	Windows 95, 98 and 2000ME &XP; Vista Fall 2007

	Bilingual Windows/Word (Spanish/English), RCSIS 116
	Keyboarding, Windows System, and Business Document Formatting for ESL students

	Introduction to the Internet & HTML, RCSIS 137
	E-mail, file attachments, searching, e-commerce, HTML, Front Page web site design, FTP

	Web Site Design, Maintenance & Marketing, RCSIS 97
	Web Site design using Front Page, with a marketing approach; Access integration for client database. 

	Publisher, RCSIS 130
	Portfolio based class; desktop publishing projects with MSPublisher

	Adobe Acrobat Writer, RCSIS 97
	Managing PDF files, creating online forms, security and advanced features.

	Technology-assisted Job Search, RCSIS 186
	Internet based job search, electronic resume writing, interviews with industry speakers, electronic and hard copy portfolio creation.

	Computer Literacy for Paralegals, PLS 110
	Computer literacy for the paralegal to include Word, Excel, Access, PowerPoint, and legal specific software and applications.

	Advanced Computer Literacy for Paralegals, PLS 120
	Portfolio based class in advanced features and integration of Office and legal software packages.


ADDITIONAL TEACHING/TRAINING

Teach Staff Development classes on as needed continuing basis for Palomar College faculty and staff.

Developed a partnership with the City of San Marcos to teach four sections concurrently of various software and business related computer skills to the City of San Marcos employees.  2006-present.

Trainer, Curricunet, Palomar College, 2005-present.

Various training consulting positions.  1985-present.

PALOMAR COLLEGE COMMITTEES

Elected Committees:

· WASC.  Spring 2007-present 
· Curriculum Committee:  fall 2001-present 
· Faculty Senator:  Spring 2007-present 
· Treasurer & E-board Member:  PFF Local 6161 
· Curricunet Developer:  One of five task force members meeting weekly with Instruction Department and Consultants to develop online curriculum software.  2005-2007 
· Chair:  Computer Literacy/Information Competency Committee 
· Chair:  ROP Task Force Transition Committee 

Additional Committees/Affiliations

· Lead Instructor:  ROP Computer Applications 
· Business Department/Paralegal Program Meetings 
· Evaluation Chair, Ed Kirk, Palomar College, 2003-2004 
· Evaluation Chair, Bruce Gan, Palomar College, 2002-2003 
· TERB Committee, Palomar College, fall 2000-fall 2001 
· Chair, yearly ROP industry advisory meetings, for 12-15 member committee of industry representatives, Palomar College instructors, directors and staff. 1997-present 
· Regional School To Career (STC) Committee, Palomar College 1997-1999 
· WASC Accreditation Committee. Curriculum Instruction Focus Group, Palomar College ROP, 1998 
· Graphic Communications Advisory Committee, Palomar College, 1994-1995 
· Business Education Advisory Committee, Palomar College, 1987-1992 
· ROP County Standardization Meetings for Computer Applications courses, yearly.  1982-present 
· CBEA, current 
· CAROC, current 
· American Association of University Women Math & Science Recognition Day; mentor in technology for high school student; May 2000. 
· WASC Accreditation Committee.  Montecito High School, Ramona, CA  1995.  Attended weekly campus wide WASC meetings, wrote WASC report for Keyboarding/Business/Computer Applications classes 
· ROP County Standardization Committee for Computer Applications courses, yearly.  1982-present. 
· Member, Faculty Association of Community Colleges 
· Member, American Association of Trainers & Developers 
New Curriculum



Developed the following new classes since 1997:



Individual courses:

Personal Publishing with Word, PowerPoint and FrontPage

Advanced Office Suite

Microsoft Publisher

Technology Assisted Job Search 

Windows & Word for ESL students

Advanced Website Design, Maintenance & Marketing

Outlook

PowerPoint for Presentations

Adobe Acrobat Writer

Certificate of Proficiency:  “Software Applications Specialist Certificate”

Articulations

Palomar College CSIS/RCSIS 120 Rancho Bernardo High, 2003, Ramona High School, 2006 and various others

HIGHLIGHTS OF QUALIFICATIONS

· Twenty four years of excellence in teaching: 
Business English, Math and applied Business Document Formatting; Office Information Systems and Software Applications,  QuickBooks Computerized Accounting, Bilingual and Vocational English as a Second Language Software Applications; Spanish Grammar/Conversation.  High school, state college, community college, and adult education experience.  Also, professional training and consulting for private business; teach professional development classes in computer software for Palomar College admin, staff and faculty.  

· Consultant/Trainer in software applications, 1985-present 
· Created a Palomar College Software Applications Specialist Certificate; 9 units, to include Windows (RCSIS 170), Beginning Office (RCSIS 120), Advanced Office (RCSIS 121), and Introduction to the Internet (RCSIS 137). 
· Created an Advanced Office class to fully prepare students for MOS certification. 

· Developed and teach computer literacy component for the Paralegal Program; developed and maintain Paralegal Studies Program website; www.palomar.edu/legal. 
· Partnered with ESL, to develop computer literacy and business document word processing classes for bilingual students.  Currently moving through curriculum a Bilingual (English/Spanish) Job Search class. 
· Created an Internship Job Skills class, where students who are pursuing jobs or are currently involved in internships can seek advice on job duties and organizational issues, and refine specific computer skills related to internship. 

· Established relationships with San Diego County placement agencies for Computer Applications and related positions. 
Strengths and Achievements:

· Organized, highly competent, and experienced in subject areas 
· Articulate and adaptive to various learning styles and student needs 
· Student learning-oriented:  highly attentive and adaptive to student levels and needs 
· Superior interpersonal skills with students of all age levels and backgrounds 
· Superior oral and written communications skills 
· Bilingual instruction:  English/Spanish 
· Team player, yet innovative and independent 
· Instructional methodologies include guided lessons using LCD panel, lecture, group discussion, hands-on labs and projects, student presentations, and written and hands-on quizzes and exams, and learning-centered approach to education 
· Curriculum writing, development and implementation; grant writing 
· Expansive industry outreach and integration to include committee work and student internships 
· Create and maintain course syllabi online for 10+ classes, for ROP computer applications, Business Education, and partnering with ESL Department 
· Integrate online testing in classes 
· Integrate real life projects, hard copy and online portfolios; also online simulations 
Curriculum Writing and Review

· Write, revise and submit course outlines, syllabi and competency listings for Computer Applications Program, QuickBooks, and Paralegal Computer Literacy Programs

· Review curriculum as part of Curriculum Committee since 2001

Marketing/Advertising

· Produce and distribute advertising to market classes:  e-mails, flyers, brochures and web announcements

· Speak regularly at Kiwanis, Rotary and other local groups to promote classes 

Leadership

· Mentor/supervise three adjunct instructors, two classroom aides and one technician

· Chair yearly advisory meetings

· Advise students regarding job and academic options upon completing ROP computer applications classes

· Develop class schedule for all Computer Applications classes

· Chair departmental meetings as necessary

Consulting/Training

On site training for various individuals and companies on personal computer setup for both Macintosh and IBM computers. Software training in Word, Word Perfect, Access, Excel, Windows and PowerPoint and related software and business applications for individuals and companies; 1985-present.

Trainer, PowerPoint.  Designed and presented a one-day PowerPoint class for trainers and support staff.  San Diego Electrical Trust; February 2000.  

Designer, PowerPoint presentation.  Enterprise Solutions Marketing, San Diego, CA; May 2000.

Trainer, CORE training for Faculty, Counselors, and Job Placement professionals at Palomar College and San Diego County Office of Education in the use of the “CORE” Oracle database established to link school to industry; 1999.

Presenter, CAROC/P Celebrating Success Conference. “Enhancing Your Documents with Word;” February 6, 1999.

WORK EXPERIENCE PRIOR TO PALOMAR COLLEGE

Teacher, Computer Applications. Business English & Math, Yearbook, Spanish, Career Investigations.  Montecito High School; Ramona, CA.  1995-1997. 

Achievements:

· Created state of the art, fully internet connected, IBM computer lab 

· Instituted “Learning Communities.” Integration of word processing software for English class report writing, spreadsheet software for Math class applications, drafting software for Landscaping class projects, and desktop publishing and scanning software to incorporate Art projects into the yearbook

· Developed first yearbook class at Montecito High; produced hard cover annual and student newsletter quarterly 
· Initiated Community Classroom and Vocational Community Classroom programs to place students in community work experience/internship programs 
· School to Career Site Representative for Montecito Campus 
· Advisor for creation of Montecito High Web Site with consultant and student team 
· Integrated Spanish computer curriculum for limited English proficient students 
· Teacher, Spanish Grammar/Conversation I to Home Study students 
Teacher, Bilingual (Spanish) Computer Applications, IBM & Macintosh Computer Applications; high school and adult education. Ramona High School, Ramona, CA  1985-1995.

Class assignments:  Computer Applications, Keyboarding, Business Education.  Macintosh Computers; full-time day classes, high school.  1985-1988.

Spanish Computer Applications, Macintosh, evening adult classes.  1991-1994.

Computer Applications, IBM & Macintosh; evening adult classes. 1988-1996.

Achievements:

· Initiated Vocational English as a Second Language (VESL) classes in Ramona by implementing a Spanish Macintosh class 1991-94

· Increased enrollment in my sections by 200% from 1985-1996, with waiting lists in all sections

· Wrote $16,000 SB 803 grant for development of prototype Macintosh lab

· Chaired Business Department and received exemplary remarks during WASC accreditation for consolidating ROP and Business Department classes

· Taught computer in-service training classes for faculty and staff

· Assisted in articulating computer literacy intraschool-wide in district

Adjunct Faculty, Computer Applications, Palomar College, San Marcos, CA. 1995-1997.  Taught Windows and Microsoft Office, RCSIS.  

Teacher, Computer Applications, Vista Adult School; Vista, CA. Summer 1992

Classes:  “Desktop Publishing Using Word Perfect and Draw Perfect,” “Microsoft Works” and “Introductory Computer Applications.”

Various administrative/computer support positions through Manpower Staffing; April 1982-August 1983 to include:

Assistant to President/Computer Specialist, NCR, Rancho Bernardo, CA

Administrative Support/Computer Operations, Maxwell Laboratories, San Diego, CA

Administrative Assistant/Computer Support, Bill Bailey Communications Advertising Agency, La Jolla, CA 1982.

Teacher/Graduate Assistant, Spanish.  Bowling Green State University; Bowling Green, OH; September 1980-June 1981.  Beginning Spanish, full teaching duties.  

Supervisor, Word Processing Center.  College of Education, Bowling Green State University, Bowling Green, OH; 1977-1978.  Supervised and word processed research, dissertations and theses for professors.

STUDENT EVALUATIONS AND STUDENT FEEDBACK:  90%+ range.  High commendations.

