ACES Human Resources
104 Duncan Hall
Auburn University, AL 36849-5615

November 3, 2008

To Whom It May Concern:

Having graduated from Tuskegee University in May 2008, I am looking for an
opportunity to implement my skills and education in an atmosphere in which I can grow
professionally. Concerning the Regional Extension Agent position with ACES, I believe
my skills and qualifications would make me an ideal candidate.

During my exciting tenure at Tuskegee University, I received considerable
knowledge about animal science, including nutrition, breeding and maintenance. With the
wonderful hands-on instruction from our professors, I participated in graduate research
studies on the caprine farm, performing rectal palpations and castrations on beef cattle,

16 hours of dairy farm experience and even worked in a Level 2 biohazard laboratory
facility with avian embryonic experiments.

From March 2006 to August 2007, I was employed with the National Park
Service as an Office Automation Clerk. In this position, I assisted the Administrative
Officer and Administrative Support Assistant with performing multiple secretarial duties
such as answering the telephone, extensive data entry, maintaining an effective employee
filing database, and typing documents at 65 wpm. I also greeted park visitors and callers
with historic information about the National Park Service sites in the area and assisted
with biweekly payroll management using software programs such as Microsoft Word,
PowerPoint and Excel.

In that I believe my skill set, personal experience and education qualify me for the
Regional Extension Agent position, I hopefully anticipate having the opportunity to serve
in this capacity.

Thanking you for your consideration,

Christina R. Garrett



601 N. Church St, Tuskegee, (301) 592-7069

AL 36083

cgarrett8506@yahoo.com

Christina R. Garrett

Objective

Experience

Education

To obtain Animal Science position to further professional experience in animal
husbandry, livestock management and environmental welfare.

2007-2008 National Park Service Tuskegee, AL
Office Automation Clerk

o Worked closely with the Administrative Support Assistant; assisting in basic
procurement through GSA supply catalogs and biweekly payroll paperwork
and filing.

o Typed and edited all documents for grammar, punctuation and dictation.
¢ Answering the telephone, Xeroxing, extensive data entry, typing 65 wpm.

e Greeted park visitors and callers, providing historical information about
National Park Service area sites.

e Demonstrated proficiency in Microsoft Word, Excel, and PowerPoint and
excelled in government-mandated training programs.

2004-2007 Tuskegee University Tuskegee, AL

Student Office Assistant

¢ Assisted students with Bursar office related issues, pertaining to financial and
academic files.

¢ Aided with managing confidential student information and duties as assigned.

2000- 2003 Forestville Animal Hospital Forestville, MD
Veterinary Assistant

o Assisted veterinarians with restraint of animals and preparation of vaccines
and medications

¢ Disinfection of kennel cages and pens; administration of medications to
boarded animals

¢ Reception duties such as file maintenance, answering telephones, etc.

2002-2008 Tuskegee University Tuskegee, AL
+« B.S, Animal and Poultry Sciences
e Gained proficient experience in animal husbandry, breeding, and nutrition

e Spent multiple hours on campus caprine research facility with graduate
nutrition and breeding studies.

e Understood mechanics of castration equipment and participated in on-
campus castrations, rectal palpations and slaughtering processes.

e Underwent 16 hours of dairy farm instruction, learning milking process, herd
management, and breeding techniques.



Skills

» Experienced in beef cattle identification, proximate analysis and Kjeldahl feed
determinations, body condition scoring, Level 2 Biohazard Ilaboratory
conditions and estrous synchronization.

Writing; Microsoft Word, Exce! and Powerpoint; typing 65 wpm; Internet
proficiency; coordinating events, leisure trips and seminars.



REFERENCES

Shirley T. Streeter
Administrative Officer, National Park Service
1212 West Montgomery Road

Tuskegee, AL 36088
Shirlev streeter’@nps.gov

(334) 727-6390

Dr. Danielle Gray

Head of Biology, Tuskegee University
Armstrong Hall

1200 West Montgomery Road
Tuskegee, AL 36088

(334) 727-8825

Leona S. Adkins

Associate in event planning
1213 Logan St

Tuskegee, AL 36088

(870) 550-3088
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Arc you prevented from lawfully becoming cmployed in this country because of Visa or immigration status?
Proof of citizenship or immigration status will be required upon employment.
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Applicant’s Agreement:

1 hereby state that the information given by me on this form and in any interview is certified to be true and complete. 1 understand that this information is sub-
Ject to verification, and that if this information is later found to be untrue, incomplete or misrepresented in any way, this will be cause for rejection of my appli-
cation o, if already employed, for immediate dismissal. [ also understand that the Alabama Cooperative Extension System may investigale my driving record
and my criminal record and that an investigative consumer report may be prepared whereby information is obtained through personal interviews with my
neighbors, friends, and others with whom I am acquainted. This inquiry includes information as to my character, general reputation, personal characteristics,
and mode of living. Iunderstand that I have the right to make a written request within a reasonable period of time to réceive additional detailed information
about the nature and scope of this investigation. I understand that the Alabama Cooperative Extension System reserves the right to require me to submit to a
medical examination, including a drug/alcohol test, prior to employment and at any time during employment to the extent permitted by law.

I understand that this application will be given every consideration, but it is not a promise of employment. 1 further understand that if I am hired, my employ-
ment will be for no definite period, regardless of the period of payment of my wages. 1 understand that T have the right to terminatc my cmployment at any
time, with or without notice, and the Alabama Cooperative Extension System has the same right. No one other than the Director of the Alabama Cooperative
Extension System has the authority to modify this relationship or to make any agreement to the contrary. Any such modfication or agreement must be in writ-
ing.

J acknowledge that 1 have received and understand written instructions regarding the application procedures for employment with the Alabama Cooperative
Extension System
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Applicant’s Release

I hereby anthorize any prior employers to provide
such information concerning my employment with
them as may be requested, and also authorize the Reg-
istrar’s or Placement Office of all educational institu-
tions attended to relcasc an official copy of my
transcript if requested. In addition, | authorize any
law enforcement jurisdiction to release any informa-
tion requested regarding my background o the Ala-
bama Cooperative Extension System.

Sclective Service Certification:

1 certify that I comply with the provisions of the
United States Military Sclective Service Act (50
U.S.C. app. 453) by having registered with the Selec-
tive Service Board or that [ am not required by law to
register.
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Related Professional Experience

Important: See instructions on reverse side before completing this form.

Begin with the most recent work experience. Do not include academic work experience with the Alabama Cooperative Extension System.

Employer Name & Address Position Major Duties Dates (From M/D/Y — To M/D/Y) Months Employed
I certify that the above m[otmalmn is correct (o the best of my knowledge. Total Months
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Do not write below this line.
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Total Years

Approved by:

Extension Associate Director, Human Resources

Date
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CURRENT STUDENTS

0242492 Christina Garrett
Course/Section and Title
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Transcript

Grade Credits CEUs Repeat Term

- APSC-0530 02 Anatomy of Domestic Animals 4.00 i o8/sP
_BIOL-0309 02 Genetics s a00] T Towise
" APSC-0303 01 Animal & Poultry Nutrition c I
BIOL-0303 03 General Microbiology Lab c 100 | )
BIOL-0309 02 Genetics e 000 | v
| CHEM-0320 01 Organe Chem:slry c 3.00 |
) c 300
c 3.00
’ APSC 0530 017Anatomy of bom;stlc Anlmals Y D h ’ 4‘00 T Y
BIOL-0360 01 Biochemistry of Cell Regulatn | D | 300, |
" APSC-0303 01 Animal & Poultry Nutrition D 300, Yy
 APSC-0407 01 immunology and Animal Diseases | C 3.00 06IFA
" CHEM-0320 01 Organic Chemistry D 3001 Y oeiFA
" PHYS-0303 01 Intro/Lab Work-Phys A 101 T Voeisu
T APSC-0302 01 Dairy Science A 3001 7T F
APSC 0401 01 Animal Breedmg & Genetics [ B 3.00 ’
APSC~O403 o1 UG Semlnar in Anlrnal Sc»ence B ' 1.00 |
wF;IZ;IE.D—CHM ] Beglnmng Golf 1.00 ; 06/SP -
 PLS5-0210 02 General Sail Science e a0l T T Toeise
“APSC-0402 01 UG Seminar in Animal Science | A o0 ~ TosiFA
CHEM-032002OrganicChemisty |0 | 300, 1Y  [osFA_
_CHEM032201 Organic Chemiab | B 200 1 7 Voswa
_ EVSC-0500 03 Bio-Statistics | o & “oo0! TY T osFa
MUSC-0304 ) 3.00 ~ losFa
 BIOL-0230 01 Cell And Genetic Biology T8 3001 “Tosisu
" BIOL-0231 01 Cell And Genetic Bio Lab B 100 T osisy
"FPAR-0101 01 Art Appreciation . 1A 001 | |osisu
SOC1-0440 01 The Family B
AGEC-0505 01 Farm Management e
* BIOL-0301 01 General Mlcrobmlogy C )
BIOL-0305 02 Animal Physiology c
“MUSC-031101 Concert Choir A
PLSS~0211 01 Generawlbalant Scnence ’ B' )
i SOCI-03086 01 Farmly Communlcatlon | “B”
OL 0301 01 Gensral M|croblology "Y'
EM-0232 01 General Chemistry ¢
U CHEM-023401 Gen Chem Lab B
[ ECON-0202 01 Principles of Economics | B
“MUSGL0310 01 Goncert Ghor TR
70 01 Intro To Psychology ' B 7
| CHEM-023301 Gen ChemLab o
" PHYS- 0301 01 Elementary General Physics IR
_APSC-0312 01 Beef Catle & Goat Production | B
BI0L-012003 Organismic Biology LB N
ECON 0201 01 Prmc»ples of Ec nomics
ENGL 0201 02 Advanced Composmon T
HIST-0308 01 Af Am Church Hist since 1877 | B
" MATH-0107 06 CoII Alg &Trigl T
_MUSC-021101 Concert Choir
" APSC-0301 01 Paultry Science )
BIOL 0140 01 E i onmental Bnology
BUSN-0102 05 Bus Mgmt Onentatlon o
_MATH-0107 07 Coll Alg & Trig | o

1/3/2008 2:53 PM



Transcript

https://admweb.tuskegee.edu/WebAdvisor/WebAdvisor?TOKENI...

' 03/FA

iimuscozm 01 Concert Choir A

_ PSYC-0272 01 Child Psychology B 03/FA |
APSC-0201 01 Introductory Animal Science 03P

" BIOL-0120 01 Organismic Biology T o3isp

| BIOL-0121 09 Organvsmuc Blology 03/SP
| ENGL-0102 09 English Composition Il 03/SP

| MATH-0107 04 Coll Alg & Trig | 03/SP -

: MUSC-0111 01 Concert Choir

' READ-0102 02 Read & Test- Taklng echmques

02FA

APSC 0100 01 Animal & Poultry Smence Onen X
ENGL-0101 09 Enghsh Composmon I 3.00 ! 3 OZIFA
MATH-O107 06 Coll Alg & Trig ! 0.00 02/FA
“MUSC-0110 01 Concert Chonr - 1.00 02/FA
REN-0100 14 Ind Dev & Growth - 1.00 02/FA
SOCI 0240 01 Intro to Soc:oiogy B 3.00 02/FA
Events | 0.00 1 S0/EV
Total Earned Credits 145.00
Total Grade Points 384.00
Cumuiative GPA 2648
OK !
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