SUE ELLEN ESSERT

SKILLS

WORK EXPERIENCE:

Exceptional Organization Skills

Team-Oriented

Knowledgeable with Windows Office Products, SharePoint and VREMS
Excellent Time Management

Terrific Communication Skills

Extremely Reliable and able to Work Varied Work Schedules

Able to Stay Calm in High Stress Situations

FEBRUARY 2024 - PRESENT
ADMINISTRATIVE ASSISTANT, BOROUGH CLERK ~— KENAI PENINSULA BOROUGH

SUPERVISOR — MICHELE TURNER
Job Duties:

Greet visitors and assist with questions regarding elections, past and present assembly
legislation, borough website instruction and direct visitors to other borough
departments

Update and maintain various borough website information, including borough boards
and commission membership rosters and note vacancies

Setup for Assembly and Board of Equalization meetings. Shop for snack supplies and
setup/order for dinners and lunches

Log and track real property appeals in CATS, log appeal fees and give to finance for
processing

Use the records management system to archive borough documents and retrieve
docum as required

Scan, I SharePoint, d ali bo racts, grants an agreements

Use calendarp ramtobor bo I o ns

Prepare and maintain oaths of offices for borough boards and commissions

Serve as voter registrar and notary

Process liquor and marijuana licenses received f n the State of Alaska

Assist with Borough elections and assist election workers

Aid the Borough Clerk with special projects as needed

NE 2023 - FEI UARY 2024









EDUCATION:

2024

ALASKA NOTARY ISSUED

2008

EXCEL AND WORD CLASSES, KENAI PENINSULA COLLEGE
2001-2003

MUI™ AL( t  INSTITUTE, SEATTLE WA —PD I, PD Il, PD Iil

2003

AAMC ADVANCED ACADEMY — PARLIAMENTARY PROCEDURE
2004

AAMC ANNUAL CONFERENCE

2000

US NOTARY CLASS, ANCHORAGE, AK

1998-2008

ALASKA NOTARY ISSUED

1987

BANK TELLER TRAINING INSTITUTE, TacOMA, WA

1985
ROCHESTER HIGH SCHOOL, ROCHESTER, WA

MEMBERSHIPS
o AAMC
. HiMC



January 22, 2025

Sue Ellen Essert

Dear Michele (Borough Clerk),
| am writing to express my interest in the Deputy Clerk position.

I have enjoyed working on the current team with the Clerk's Office this last year and
have appreciated the opportunity to refamiliarize myself with all aspects of working in
the clerk’s office.

| am excited about the opportunity to advance my skills in the Clerk’s Office and am
confident that my experience and skills align well with the requirements of the Deputy
Clerk position. When | previously worked in the Clerk's Office my job duties were very
similar to the current deputy clerk duties. | prepared an action agenda after assembly
meetings and posted it online. | finalized all legislation after assembly meetings. | was
responsible for codification of ordinances and distributing updates to borough
departments. | was the legislative liaison for the assembly and worked on the
legislative priorities book and traveled to Juneau with the assembly to present the
book to legislators.

| am a member of the Alaska Municipal Clerks Association (AAMC) as well as the
International Institute of Municipal Clerks (IIMC). | have attended Professional
Development 1 (PD1), PD2, and PD3 in Seattle Washington and am currently enrolled
in the Certified Municipal Clerk (CMC) Program. | anticipate achieving my CMC
Certification this year.

| really admire your work ethic and Clerk knowledge, and appreciate your willingness
to share your knowledge, allowing others to grow and encouraging a team
environment. My background and capabilities align with the responsibility of the
Deputy Clerk position, and | look forward to work more closely with you, enhancing our
current team.

Thank you for taking the time to review my application. | look forward to the
opportunity to interview to further discuss how my knowledge and experience is a right
fit for the position of Deputy Borough Clerk.

Sincerely,

Sue Ellen














