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AR NO. 2002-344

A RESOLUTION OF THE ANCHORAGE MUNICIPAL ASSEMBLY APPOINTING SAMUEL A. RAMOS
AS DOCUMENTS CLERK WITHIN THE MUNCIPAL CLERK'S OFFICE.

WHEREAS, Frances Dunn, after 28 years as Documents Clerk, was recently promoted to
Licensing Clerk within the Municipal Clerk’s Office; and

WHEREAS, this executive appointment left the Documents Clerk position vacant, and

WHEREAS, through a competitive recruitment, an applicant, Samuel Ramos — who recently
moved to Anchorage after working five years in the Clerk’s Office of Henderson, Nevada — was selected.

NOW, THEREFORE, the Anchorage Assembly resolves:

That the Assembly appoints Samuel A. Ramos as Documents Clerk (Administrative Assistant)
within the Municipal Clerk’s Office.

#
PzSED AND APPROVED by the Anchorage Municipal Assembly thisa? ? day of

, 2002.
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Samuel A. Ramos
2648 Bryant Cir.
Anchorage, AK 99507
Phone: (907) 248-0549

Job Objective: To utilize gainfully my varied public and private experiences pertaining to
administration and general clerical works.

Experience Summary

e More than 5 years working with the Council & Commission Services Department of
the City of Henderson, Nevada. ,

¢ From age 18 until recently, my working life has been focused in an administrative
setting,
I feel very confident I can do the job.

Work History

City of Henderson, Henderson, Nevada 01/97 - 09/02

Job Title: Office Assistant I1

e Primary duty was the review of every agenda item and its supporting documents, scanning,
indexing, and profiling of same before every City Council and Committee meeting.

e Copying and mailing of public hearing notices.

¢ Distribution, mailing and filing of newly adopted Resolutions and Ordinances.

Howard Johnson Hotel (Airport), Las Vegas, Nevada 09/94 - 01/97
Job Title: Front Desk Clerk

e Checking in and out of hotel guests.

Cash counting and balancing before and after work.

Coordinating with various hote] departments.

Customer Servicing.

House of Representatives, Quezon City, Philippines 09/92 - 06/94
Job Title: Chief of Staff

e Attend meeting, hearing, workshops, training, seminars, and conferences

¢ Conduct breakfast briefing with Congressman.

e Manage the Office of the Congressman.

e Facilitate assistance to constituent needs.

Education and Training

St. Joseph College, Philippines
Certificate of Secretarial Science ~ Graduated 1960
St. Joseph College, Philippines
Bachelor of Arts, English major Graduated 1964
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