Evelyn R. Finley
4378 Prestwick Crossing

Westlake, OH  44145

440.899.7516 (home)

216.701.1515 (cell)

allaboutbeads@wowway.com

Work History

2010 – Present


Personal Enrichment Program Coordinator

Jewelry Instructor for All Ages

Adult Education


Polaris Career Center


Middleburg Hts., Ohio 44130

Coordinated all part-time personal enrichment classes for adult education


Responsibilities include hiring and evaluating staff, generating purchase orders, paying 
bills, cancelling classes/tours and writing course descriptions


Taught jewelry-making classes for Polaris Career Center, The Bead Warehouse, Pioneer 
Ridge Retirement Community, Cuyahoga County Public Library, and Cuyahoga Community 
College.
2008 – 2010   

Adult Education Instructor, High School Substitute Teacher and Secretary


Polaris Career Center


Middleburg Hts., Ohio 44130

1975 – 2007 Instructor/Coordinator (Adult Education and High School), Polaris Career Center
Classes Taught:  High School Teaching Professions Program and High School and Adult Education Office Technology Program, Adult Education Computer (Microsoft Office), Grammar Review, Telephone Techniques, Proofreading, Accounting and jewelry-making classes
1980 – 1990 Adult Education Consultant, State Department of Education:  


Hired part-time and full-time adult education 
instructors, wrote all business program 
course descriptions for catalog, organized corporate 
training
Cleveland State University, Part-time Secretary and Instructor while attending college (2 years)

Education

Polaris Career Center, Computer Training (Microsoft Windows, Microsoft Office (Word, Excel, PowerPoint, Access), Certified in Microsoft Office (Word & Excel)
Kent State University, Adult Education Supervisor’s Certificate

Cleveland State University, Master’s Degree in Education (Curriculum and Instruction) 

Cleveland State University, Bachelor’s Degree in Business Administration
