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Kimberly D. Singleton
P.O. Box 90205
Anchorage, Alaska 99509

email: kdsing@gmail.com

Anchorage School District

Attention: Anchorage School Board President Jeff Friedman
5330 E. Northern Lights Blvd

Anchorage, Alaska 99509

Re: Letter of Interest, Seat B, Anchorage School Board
Dear Board Members:

I hereby submit both my application as well as this letter outlining my interest in serving on the
Anchorage School Board in Seat B until the election in April of 2009.

In addition to my formal resume, I would like to share more information regarding myself with you.

I was born and raised in rural Alaska —I am from Bethel. I am of Yup'ik heritage. After attending a
Catholic Boarding School in St. Mary's Alaskal joined the Air Force and traveled to Europe where 1
transferred to the British Forces. I lived in Europe for 10 years and upon my return to Alaska — I
continued in the field of Aviation until I entered the U.S Army. After the Army I worked for the State of
Alaska as well as the Federal Aviation Administration. I am a wife, mother and now grandmother. Two
of my children attend schools in the Anchorage School District. My husband and I have been extremely
active in our children's education as well as our Native community — in accordance with the tenets taught
by my elders — my family constantly volunteers for both our Native Community as well as the Anchorage
Community as a whole. Currently I am a active member of the CITCI Native Education Parent Advisory
Committee and I have also volunteered to the Academic Policy Committee of the Alaska Native Charter
School.

I believe that with my vast experience I would be an asset to the Anchorage School Board. I see this asan
opportunity to experience first hand the work and challenges of the Anchorage School Board. I believe
that the experience I would gain would assist me in my continued efforts on the CITCINEAC as well as
the APC of the Alaska Native Charter School.

My contact information has been listed above — I look forward to hearing from you.

Sincerely,

Kimberly D. Singleton



Kimberly D. Singleton

P.O. Box 90205
Anchorage, Alaska 99509

e-mail: kdsing@gmail.com

OBJECTIVE

QUALIFICATIONS

PROFESSIONAL
EXPERIENCE

My objective is to secure a position on the Anchorage School Board by
applying to vacant seat B

Wife, Mother, Grandmother

Aircrew Life Support Technician

Unit/Battalion Administrator

Aviation Safety Technician

Secretary/Administration/Human Relations

Office Automation/Qualified Typist 50 WPM/Office Administration

EEO Leader

Hazard Materials Transportation

Ability to identify needed actions, plan, carry out and make decisions

to accomplish assigned workload.

¢ Ability to control and/or track incoming correspondence and action
documents.

e Ability to coordinate varied administrative projects simultaneously.

s Ability to interpret and apply established administrative guidance for

administrative and/or non-technical procedures.
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Aircrew Life Support Specialist
U.S Air Force 1982-1990

o Lackland Air Force Base, Texas

e Chanute Air Force Base, lllinois

e Zweibruken Air Force Base, Germany
As a trained Aircrew Life Support Specialist trained in the 92210
field. | maintained all essential life support equipment on assigned
high performance aircraft. This is including but was not limited to
helmets, visors, 02 masks, survival kits, survival vests, survival
LPU's, G-Suits, this position also entailed creating custom aircrew
helmets, customizing g-suits and 02 masks, maintaining ejection
seat and survival kit maintained included emergency radio, raft,
supply inspections conducted at routine scheduled and
unscheduled intervals.

Translator and Administrative Executive Secretary News &

Information Section

British Forces Broadcasting Service Cologne, FRG 1984-1996

e« Translated German spoken word and text into English for the News
and Information Section

¢ Maintained 90 WPM typing speed

e Typed all scripts for 9 on the hour news programs

e Recorded reports from telephone for on-air news programs and
created scripts.

e Assisted with two one hour on-air live variety news and information
shows
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e When celebrities came to BFBS my section was responsible for
introducing them to the on-air personalities, providing refreshments
and guiding them through the studios.

Received and routed all incoming and outgoing mail

Maintained all office files and transcripts for duration of 1 year
Answered the telephones and routed calls throughout the office
Maintained time cards for News and Information Section

Arranged on-air personality and News and Information Personnel
travel

Ticket Agent

MarkAir Station Lead MarkAir Express King Salmon/Bethel, Ak 1991

¢ Take telephonic reservations and create itinerary on APPOLLO and
SABRE System Airline Computer systems

s Ticket and manifest passengers on daily 727-37 aircraft and Cessna
206-207 aircraft

e Check in passengers, baggage and route and process passengers
through secure areas of terminal

o Create and finalize passenger manifests for aircraft crew and load
master

¢ Take and ship gold streak on air dispatch documents

e processed and maintained a cash drawer

Unit Administrator/Battalion Personnel Administrator
U.S Army Fort Richardson, AK 1992-1998
Company A 1/207" Avn Regt

HHC 1% Inf Bn Sct
HHC 1/207% Avn

e Prepared and submitted payroll for two units strength 300+ soldiers

¢ Prepared and submitted all documentation for soldiers assigned
pertaining to official military records and business

e Maintained all personnel and military files for Commander

e Prepared, maintained and monitored military working files according
to MARKS Army filing system

e Calculated and maintained group strength reports and forwarded
them to Battalion level

¢ Trained in all computer essential programs, MS-DOS, Windows,
Microsoft Office, Enable, AKSAS, Lotus notes and TACCS

e ability to type 40 wpm

Prepared all military correspondence for Commander, 15G, Units to

include letters, requests for training, requests for orders, supplies etc.

Maintained military physical fitness

Trained as an EEO Leader

Trained in Hazardous Material management

Trained in Unit Fiscal management

Trained in Unit Administration (Honor Graduate)

Took attendance for Commander and payroll management
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Kimberly D. Singleton

filed all payroll documents to include payroll for travel, training, active
duty and weekend performance of soldiers

Maintained the telephone and routed and received telephone calls
from the soldiers as well as Battalion personnel.

Secretary
State of Alaska, DOT Anchorage, Alaska 2000-2002

Right of Way

Traffic, Safety and Utilities

received all visitors and phone calls to the facility as directed

Screen calls determining nature and purpose

received incoming and maintained outgoing mail/correspondence

Maintained road closure and road work closure and work permit log

Maintained all the operational files of active road projects

received and routed telephone and electronic correspondence

Travel authorization - travel voucher submission to payroll
Maintained the time cards and entered information into AKSAS

Aviation Safety Assistant
Federal Aviation Administration Anchorage, Alaska 2002-2006

Served as the Management and Program Administrator for Anchorage
FSDO North Unit

received all visitors and phone calls to the facility as directed
Screens calls determining nature and purpose

Researched background data and answers substantive questions of
technical and non-technical nature.

received incoming and maintained outgoing mail/correspondence
Maintained North Unit and Safety Program program operator files and
records

Provided support in performance management, time and attendance,
leave, training, travel and all programs to support Aviation Inspectors.
Ensured that travel orders and all travel documents were prepared
accurately and comply with regulations

Maintained established database records

Ability to research, interpret, and apply procedures, regulations, or
policies pertaining to administrative support programs.

Ability to compose a variety of administrative and/or non-technical
correspondence.

Ability to coordinate varied administrative projects simultaneously.
Ability to use office automation hardware/software to produce
documents.

Ability to interact with customers to identify needs and to achieve
desired results.

Processing Certificates

Organized FAA Public safety/training seminars(300+ participants)
Assigned as Local Joint Steering Committee Member

FAA NAAN Alaskan Region Representative

FAA NAAN Public Relations Officer

FAA PASS Union Representative (Anchorage)
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EDUCATION

Business, Language and Human Relations
University of Alaska Anchorage

UAA Anchorage, AK 2007-current

e | am currently pursuing a interdisciplinary degree at UAA
e German (Professional Proficient)

High School Diploma
St. Mary's High School St. Mary's , AK 1979



