
Karen Ann Llewellyn 

214.802.8211 kallewellynI020@yahoo.com 

March 25,2009 

To Whom It May Concern: 

I have worked for the Dallas Independent School District for the last eight years as a 
teacher assistant. I have managed a copy room at a middle school. I have also worked in
 
the classroom in a support position to the classroom teacher.
 

Before working with the school district, I worked with several companies such as Banc
 
One, Texas Commerce Bank and Penrod Drilling. I have been a receptionist, as well as
 
reorganized offices and their files.
 

I have a Bachelor of General Studies with an emphasis in English and Business from
 
Texas Woman's University.
 

I am looking for a position in which I can use my experience and degree to help your
 
company.
 

Very truly yours,
 

~QMJfioJ)~ 
Karen Ann Llewellyn 
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Karen Llewellyn
 
Objective 

To assist the classroom teacher with instruction in the classroom 

Experience 

2001 - Present Dallas Independent School District	 Dallas TX 

Teacher Assistant 

•	 Managed a copy room 
•	 Assisted with classroom instruction 
•	 Administered!Assisted with administrating several state and local mandated tests 
•	 Substituted in the classroom in the absence ofthe classroom teacher 
•	 Taught and assisted in Saturday school 
•	 Assisted in the Special Education Office, Main Office, and Assistant Principal Office with 

general office work 

1998 - 2001 Greyhound Lines	 Dallas TX 

Call Center 
•	 Answered phones selling tickets, answering questions about travel 
•	 Answered emails regarding complaints, and questions about travel 

1993 - 1998 Various Part Time Jobs while attending school	 Dallas TX 

Office Help 
•	 Law Enforcement Management Institute - Administrative Assistant 
•	 Cooper Institute - Intern 
• 

1990 - 1993 Dallas Independent School District	 Dallas TX 

Substitute Teacher 
•	 Classroom instruction in the absence of the teacher 

Education 

December 2004 Texas Woman's University	 Denton TX 

Bachelor of General Studies 
•	 Emphasis in English and Business 


