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2017 Out-of-School Youth Request for Proposals 

Application Format 

A. Cover Sheet 

 

Applicant Name: Disability Resources, Inc.  

 

Program Name: New2U Computers’ Computer Support Specialists Program 

 

Number of Program Participants: 24 

 

Amount Requested:   $300,172.43 

 

Contact Person: Jay Wilson, New2U Computers Operations Manager 

 

Phone Number: (775)329-1126    Fax Number: (775)329-8911 

 

Physical Location of Proposed Program: 50 E. Greg St., Ste. 103 Sparks, NV 89431 

Mailing Address (if different): 50 E. Greg St., Ste. 102 Sparks, NV 89431 

E-mail Address: jwilson@disabilityresourcesnv.org  

Website Address: www.new2ucomputers.com  and www.disabilityresourcesnv.org  

http://www.new2ucomputers.com/
http://www.disabilityresourcesnv.org/
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B.  Assurance 

I am authorized by my Board of Directors, Trustees, other legally qualified officer, or as the owner of this agency or business 

to submit this proposal for an Out-of-School Youth Program. 

We are not currently on any Federal, State of Nevada, or local Debarment List. 

We have, or will have, the fiscal control and accounting procedures to ensure that Workforce Innovation and Opportunity Act 

funds will be used as required by law and contract. 

We will meet all applicable federal, state, and local compliance requirements. These include, but are not limited to: 

 

 Maintaining records to accurately reflect actual performance; 

 Providing record confidentiality, as required; 

 Reporting financial, participant, and performance data, as required; 

 Complying with federal and state non-discrimination provisions; and, 

 Meeting all applicable labor laws. 

As an authorized representative of the organization listed above, I hereby certify that the information listed above and 

attached to this application is true and accurate, and I am aware that any false information or intended omissions may 

subject me to civil or criminal penalties for filing of false public records and/or forfeiture of any training award approved 

through this program. 

 

 

      Executive Director     3/23/17  

Name      Title      Date 
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C.  Organizational Information 

1. Entity Type: 
New2U Computers is a program of Disability Resources, Inc. Disability Resources is a nonprofit 501(c)(3) incorporated 
under the laws of the State of Nevada.  
Disability Resources has been helping individuals with disabilities in Northern Nevada since 1993. Disability Resources 
was a Workforce Investment Act provider from 2001 to 2006 and 2009 to 2015. The agency has been recognized 
several times by Nevadaworks for excellence in program management.  

2. Brief History: 

Our Mission: Disability Resources, Inc. is a Washoe County based non-profit organization committed to helping local individuals 
with disabilities achieve their highest potential through the development of individualized goals and supports. 
Our Vision: Disability Resources, Inc. strives for the community to embrace individuals with differences. 
Disability Resources, Inc. has a five volunteer Board of Directors who are responsible for the fiscal and policy oversight. Vivian 
Ruiz, the Executive Director, is responsible for the overall responsibility of administration of the agency. David Shearer, 
Controller, is responsible for the financial activities and reporting, including billing, expense monitoring, payroll reporting, 
budgeting, and variance monitoring as required by Nevadaworks. Krista Dolby, Community Services Manager, is responsible for 
managing the Supportive Living Arrangement department. Jay Wilson, New2U Computers’ Operations Manager, is responsible for 
management of the New2U grant program, trainings, and supervision of the employees in the warehouse, retail store and tech 
room.  Natali Arias, HR Manager, is responsible for following all agency HR policies and procedures. Gavin Reynolds, 
Administrative Assistant, is responsible for all daily office management. Disability Resources, Inc. currently employs 135 people. 

Disability Resources, Inc. provides four primary programs and services: 
 New2U Computers, a computer refurbishing-repair-recycling program, accepts donations of computers, monitors, 

printers, etc., and then refurbishes and repurposes usable items, recycling the remaining e-waste. Full computer 
systems and accessories are available to people with disabilities at little or no cost with proof of the disability. 
Computers and accessories are also sold to the public at a low cost. New2u Computers provides an on-the-job 
paid training program for disabled adults.  Participants in this program learn valuable skill sets in different 
information technology sectors, which will prepare them for competitive job opportunities. This service involves 
helping individuals with disabilities find and retain appropriate and gainful employment. These services include 
assistance with job searches, learning interview skills and filling out applications, as well as providing short-term 
on-the-job assistance and follow-up once employment is secured. New2U currently employs eight part-time and 
five full-time employees in this department.  

 The Community Services Department’s primary program is assisting disabled adults in a supportive living 
arrangement. This program involves teaching basic living skills to individuals with disabilities, such as cooking, 
hygiene, money management, transportation to medical appointments, medication management, etc. These services 
are made available to individuals through Sierra Regional Center. Krista Dolby is the Community Services Manager 
and was hired in June 2005. This program employs four full-time Direct Support Managers and 80 part-time 
Direct Services Trainers. 

 The Community Services Department operates a small respite program which provides funding for short-term relief 
for caregivers of individuals with disabilities.  
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3. Recording: 

All Nevadaworks funds received and expended are recorded in the financial accounting software in specific and unique 
general ledger accounts that mirror the classifications of the grant. In addition, each Nevadaworks transaction is allocated 
to the grant using a unique expense classification.  

4. Reporting: 

All Nevadaworks transactions (funds received and expenses paid) are assigned a unique expense classification so that a 
financial statement can be generated detailing every Nevadaworks transaction. Disability Resources, prepares its financial 
statements using the accrual method of accounting, thereby accurately recording and reporting  all income, cost of goods 
sold and expenses in the correct reporting period.  

5. Expenditure Detail Procedure: 

For each transaction, a copy of the bill, timesheet, or any other financial transaction documentation is entered, scanned, 
compiled for submission to Nevadaworks, and kept on file.  The total of the submitted documentation will balance to the 
grant financial statement. Nevadaworks grant funds and expenses will be reported separately from the organization’s 
financial statements and all Nevadaworks documentation will be filed separately from other Disability Resources 
documentation.  

6. Compliance with Fiscal Requirements: 

Disability Resources is currently using QuickBooks Premier Nonprofit Edition 2015 as its financial software platform. Each 
month, financial statements including profit & loss statements are presented to the Board of Directors for review. In 
addition to the QuickBooks financial accounting system, Disability Resources’ management team uses Excel spreadsheets as 
support for accounting entries, and is utilizing a centralized relational database for information gathering, access and 
reporting.  Disability Resources will comply with all federal and state requirements stipulated in 20 CFR 667 of the 
Workforce Investment Act 1998, Title I regulations and ensure that expenditures and use of funds will be in accordance 
with the terms of the contract. 

Forbush & Associates, an independent CPA firm, is hired annually to perform either an independent financial review or full 
audit as directed by the agency’s Board of Directors. There have been no significant findings, journal adjustments or 
modifications to our financial reports.  

7. Additional organizational information: 

New2U Computers developed the Computer Support Specialist Internship Program from the Nevadaworks funding in FY 
2012-2013, as well as FY 2009-2010, to ensure delivery of services.  Those supports included: orientation workshop, 
weekly progress reports that were filled out by the Lead Technician and by the trainee and a monitored check lists of 
goals and accomplishments.  In addition, through the process we found that interns needed training in other areas such 
as resume development, interview skills, networking skills, presentation skills, sales and marketing etc., which has led to 
the implementation of these classes added to our curriculum to ensure individual success. After the Nevadaworks grant 
ended in 2010, New2U Computers kept the program running on a limited volunteer basis because of the quality of 
training and the fact that local companies continued to recruit new employees from the program.  Although New2U 
Computers currently runs a similar program, it was downsized due to the amount of staff time that it took to work with 
the trainees. 

New2U Computers has developed relationships with local companies and individuals to provide workshops in these areas.  
The intention is to give the interns experience and skills that makes them more employable than other individuals 
applying for the same position.   
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D.  Program Narrative 

1. Target Population Recruitment and Assessment: 

New2U Computers will recruit six (6) qualified Out-of-School Youth participants each quarter (13 weeks) for participation 

in the program. Due diligence will be performed in qualifying each participant in accordance with the program eligibility 

requirements excluding those with a criminal history of violations which do not meet state and federal regulations 

required by our organization to support individuals with developmental disabilities.  

This program targets the career path of Computer Support Specialist.  This is one of the major IT career paths that does 

not specifically require a college degree, thereby allowing graduates of this program to fulfill a growing need in IT 

employment and to obtain better compensated entry  level positions.   

Each program candidate will undergo entry testing on a variety of subjects, most of which will be covered during the 

program in development of a baseline.  The test subjects will include computer hardware knowledge, computer software 

knowledge, financial literacy, entrepreneurial knowledge, along with business math and business writing skills.  Candidates 

must score at least 60% on the math and English portions of the initial testing to qualify for participation in the 

program.  Deficiency in computer hardware and software knowledge will not preclude individuals from participation in the 

program.  Individuals who do not meet the minimum program participation criteria will be referred to outside agencies 

that have programs to address these specific needs.  Some of these agencies may include Nevada Job Connect, Community 

Services Agency, and Vocational Rehabilitation to assist in their education and employment development.   

As reported on Bureau of Labor Statistics (March 2017), unemployment in the Reno-Sparks area is currently at 6.8% 

which is 2.1% above the national average of 4.7%.  Employment of computer support specialists is projected to grow 12 

percent from 2014 to 2024 (www.bls.gov), faster than the average for all occupations of 7%. More support services will 

be needed as organizations upgrade their computer equipment and software. The median annual wage is $51,470 per year 

in May 2015. 

Candidate selection for program participation will be based on testing scores and interviews.  All testing scores for each 

participant will be recorded to demonstrate progression in the program.  In addition to testing for each subject covered 

during the program curriculum, each candidate will be required to take a program exit exam.  An assessment package 

will be developed for each participant stating the entry and exit testing scores as well as all cumulative test scores 

throughout the program.   

All test results and curriculum completion data will be entered into the internal program data system as well as the MIS 

database system.  This will allow for extensive program and individual performance charting, analysis, and reporting. 

The goal of this program is for each participant to exit the program with not only the specific knowledge, skills, and 

hands-on experience to begin a career as a computer support specialist, but for each participant to also have well 

rounded knowledge and skill sets in other areas including resume development, interviewing techniques, general office 

productivity software, overall acclimation to working within a corporate environment and as part of a team.  
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2. Required Youth Program Elements: 

Each participant will have an Individual Service Strategy developed for them by the program administrator after they 

have assessed vocational interests, aptitudes, barriers, skills, skill deficiencies, and supportive services and training 

needs of the participant. (Exhibit #4-Individual Services Strategy Career Packet) 

Each Individual Service Strategy will set goals pertaining to services and will include a clear employment objective. 

Based on individual needs of each participant, an ISS may also include a plan for the provision of mental health 

services, drug and alcohol rehabilitation, financial counseling, referrals to housing services, legal aid, and other 

necessary social services that are employment-focused.  

 Each participant will receive, as part of the program curriculum, study skills training, instruction, and tutoring as 

needed to complete the program and gain employment or additional education in pursuit of their career goals. 

A course in basic study skills will be provided at the beginning of the quarter, through Alison.com, to help ensure 

that each participant has the basic study skills deemed necessary for success in the program. 

Also, as part of the Individual Service Strategy plan, under the evidence-based dropout prevention and recovery 

strategies, a strategic action plan will be developed, monitored, measured.  This should lead the participant to 

completion of a secondary school diploma, High School Equivalency certificate, a recognized certificate of attendance 

for individuals with disabilities, or a recognized postsecondary credential. 

If necessary, recommendations to alternative secondary school services or dropout recovery services will be provided to 

each program participant.  

Each participant will receive 20 hours per week of On-the-job training that will provide the necessary experience, skill 

development, and knowledge for each individual to secure employment in their chosen career field. The program 

fosters small class sizes and training groups to avoid risk of course failure supporting this population.  

Each participant will receive occupational skills training in the following areas:  

Computer system refurbishing, building, repairing, and maintenance as evidenced by the training course completion 

and attainment of the industry standard credential A+ from CompTIA.   

Also, each participant will build and program their own desktop computer system which they will retain after exiting 

the program as an incentive for completion of the program. 

Each participant will receive training and experience in warehousing, sales, customer service, entrepreneurship, 

leadership, general business, financial literacy, basic accounting, QuickBooks, and the Microsoft office suite of 

productivity programs. 

A participant who wishes to pursue a specific occupation or occupational cluster outside of that which is provided 

within the program curriculum will be referred to other post-secondary educational institutions or agencies to 

encourage the participant and provide a clear path for the achievement of their goals. 

Throughout the program, and for a period of 1 year after exiting the program, each participant will have access to 

the program administrator who will be their designated adult mentor and career coach to help them develop and 

achieve their career and/or educational goals. 

Each participant will be provided with leadership development opportunities both internally and in the local 

community.  These opportunities may include volunteering, committee chairing, or other opportunities as they arise.  
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Each participant will receive supportive services through the program as outlined in the program narrative, or will be 

referred to existing agencies that can assist with other problems or difficulties that each participant may encounter. 

Each participant will be provided documented follow-up services for one year after exiting the program.  These will 

be at a minimum of once per month, but are available to each participant at any time. 

Participants who require comprehensive guidance and counseling and/or drug and alcohol abuse counseling will be 

referred to affiliate partner agencies so that these needs can be addressed. 

During and after the program, detailed labor market and employment information about in-demand industry sectors 

or occupations will be made available to each participant.  This will be discussed with each participant individually as 

well during the Individual Service Strategy development and progress monitoring.  Also details and referrals for career 

awareness, career counseling, and career exploration services will be provided to each participant. 

Referrals to services and programs or other activities that will help youth prepare for transition to postsecondary 

education and training will be provided to each program participant. 

Incentives will be implemented to encourage development of soft skills and program completion. Incentives will be 

utilized to foster punctuality and attendance, course study completion and passing of curriculum and certification 

exams.  
 

3. Work Experience (WEX) Components 

• New2U Computers hands-on training will serve to fill the gap for trained computer support specialists between the 

A+ Certification, an Associates or Bachelor’s degree in an associated IT field, and employment.  During previous 

computer training programs executed by New2U Computers, it was discovered that local companies who hired 

participants required hands-on experience, as a degree or certification was not enough to be hired into an entry level 

position. Completion of this program with the hands-on experience obtained during the program will enable each 

participant to be uniquely positioned to obtain gainful employment along their chosen IT career path. 

• Participants are scheduled to participate for a total of 20 hours each week for a total of 13 weeks at New2U 

Computers, learning about computer hardware testing, component assembly, computer systems construction, computer 

diagnostic testing, computer repair, and green electronic component recycling. This will also prepare each participant 

for successfully maintaining employment after the program completion 

• Each week, participants will be rotated through each operational department (New2U Computers Store, New2U 

Computers Tech Room, New2U Computers Build Stations, and New2U Computers warehouse). Each participant will 

spend three weeks at each of these departments so that a thorough understanding of the knowledge, skills, and 

operational processes for each department are obtained. 

• Local and regional demand for IT related positions remains very strong and continues to increase.  New2U has 

partnered with local companies such as TEK Systems and Credo Technologies to employ program graduates.  

Graduates of our programs have been employed by these companies directly upon program completion.  

 

4. Outcomes and Follow-up Services: 

 While job placement assistance and counseling will be provided throughout the program, the 10th through the 13th 
week of the program will focus heavily on job placement including resume writing classes, actual resume submission 
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for desired employment positions, interview training, actual scheduling of interviews, and other employment related 
coaching. 

 During the 13th week of the program, participants will register, interview, test, and go over job availability and 
placement with TEK Systems (an IT staffing firm that has agreed to work with the program graduates on direct job 
placement).  

 After exiting the program, each participant will be contacted twice in the first month following completion of, or exit 
from the program, to determine the employment status of the individual and if additional assistance in finding 
employment is necessary.  After the first month all participants will be asked to come in for a meeting to discuss 
how they are utilizing their knowledge skills and training that was provided during the program, determination of 
employment, and whether additional assistance would benefit the individual. 

 During each subsequent month for a period of one year after completion or exit, each participant will be contacted 
in regards to employment, achievement of the career goals, advancement to post-secondary educational programs, etc.  
These details will be recorded in the MIS system so that detailed reporting and measures on both the overall program 
performance and the performance of each individual can be developed, maintained, and presented. Data entry in the 
MIS system will be executed on a weekly basis.  (Exhibit #5-Individual Employment Plan Career Packet) 

 As part of the review in regards to each participant’s employment status, additional guidance, mentoring  and 
training will be provided to participants who have exited the program but require assistance in any of these areas to 
obtain employment.  This will be addressed in personal one-on-one meetings with the program coordinator as 
necessary.  

 

5. Program Implementation Timeline: 

 June 1, 2017 – Begin program initiation and application acceptance 
 July 1, 2017 

o Start SIX participants - first quarter 
 September 2017  

o Complete program for the SIX first quarter certified Computer Support Specialists from program 
 October 2017  

o Start SIX participants  - second quarter 
o Each first quarter participant will be contacted twice during this month for additional career planning and 

counseling, employer contact for employment data gathering, and other work related assistance. 
 November 2017  

o Each first quarter participant will be contacted once during this month for additional career planning and 
counseling, employer contact for employment data gathering, and other work related assistance. 

 December 2017  
o Each first quarter participant will be contacted once during this month for additional career planning and 

counseling, employer contact for employment data gathering, and other work related assistance. 
o Complete program for the SIX second quarter certified Computer Support Specialists from program 

 January 2018 
o Start SIX participants  - third quarter 
o Each second quarter participant will be contacted twice during this month for additional career planning and 

counseling, employer contact for employment data gathering, and other work related assistance. 
o Each first quarter participant will be contacted once during this month for additional career planning and 

counseling, employer contact for employment data gathering, and other work related assistance. 
 February 2018  
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o Each exiting participant will be contacted once during this month for additional career planning and 
counseling, employer contact for employment data gathering, and other work related assistance. 

 March 2018 
o Each exiting participant will be contacted once during this month for additional career planning and 

counseling, employer contact for employment data gathering, and other work related assistance. 
o Complete program for the SIX third quarter certified Computer Support Specialists from program 

 April 2018  
o Start SIX participants  - fourth quarter 
o Each third quarter participant will be contacted twice during this month for additional career planning and 

counseling, employer contact for employment data gathering, and other work related assistance. 
o Each exiting program participant will be contacted once during this month for additional career planning 

and counseling, employer contact for employment data gathering, and other work related assistance.  
 May 2018   

o Each exiting program participant will be contacted once during this month for additional career planning 
and counseling, employer contact for employment data gathering, and other work related assistance. 

 June 2018 
o Each exiting program participant will be contacted once during this month for additional career planning 

and counseling, employer contact for employment data gathering, and other work related assistance. 
o Complete program for the SIX fourth quarter certified Computer Support Specialists from program 

 July 2018  
o Each fourth quarter participant will be contacted twice during this month for additional career planning and 

counseling, employer contact for employment data gathering, and other work related assistance. 
o Each exiting program participant will be contacted once during this month for additional career planning 

and counseling, employer contact for employment data gathering, and other work related assistance. 
 August 2018  

o Each exiting program participant will be contacted once during this month for additional career planning 
and counseling, employer contact for employment data gathering, and other work related assistance. 

o Each exiting program participant will be contacted once a month for additional career planning and 
counseling, employer contact for employment data gathering, and other work related assistance for a 
minimum of 12 months. 
 

6. Contractual Partnership, if applicable:  Not applicable. 

E.  Budget Detail Narrative 

1. Personnel Costs: 

 STAFF SALARIES 
 New2U Computers Program Administrator:  (Previous Computer Support Specialist Intern) 
 The New2U Computers’ Operations Manager, Jay Wilson, is a full-time employee and is responsible for managing this 

program. The Operations Manager will be spending 35% of his time on this grant and will be entering all data 
collected into the statewide MIS system.  This position’s annual base wages are $34,320 per year. The 12 month 
grant total requested is $12,012 ($34,320 *35%= $12,012).  

 Payroll taxes:  $12,012 x 21% = $2,522.52 
 The 12 month cost is projected to total $14,534.52  
  

        Controller:  
 The controller works with the New2U Computer Program Coordinator on a daily basis. The controller collects, 

prepares, and analyzes all data and reporting related to execution of this program.  The controller will also execute 
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the preparation and verification of all costs billed and is responsible for overall grant fiscal management.  The 
controller will take the lead in any financial audits Nevadaworks requests and tracks the all expenses related to 
grant, which will be reported on the monthly billing. The controller will spend 10% of their time specifically on this 
program to insure the complete success of this grant. The organization requests 10% of the controller’s salary. The 
controller’s annual base salary is $66,000 per year. The 12 month grant total requested is $6,600 (66,000 X 10% 
= $6,600). The remaining salary expenses will be paid by the organization.  

 The 12 month cost is projected to total $6,600  
  

 Data Collection Specialist: 
 The data collection specialist is a full time employee (40 hours per week) and works with the controller collecting, 

preparing, and analyzing all data and reporting related to execution of this program.  This position is also 
responsible for contacting the program participants in regards to employment and career progression after a 
participant has completed the program.  These details will be entered into the grant database, so that extensive 
reporting can be prepared and submitted to Nevadaworks.  The data collection specialist will spend 10% of their 
time specifically on this program to insure the complete success of this grant (4 hours per week; hourly rate is 
$14.60 per hour). The 12 month grant total requested is $3,036.80 (14.60 X 4 X 52weeks = $3,036.80). The 
remaining salary expenses will be paid by the organization.  

 Payroll taxes: $3,036.80 x 21% =  $637.73 
 The 12 month cost is projected to total $3,674.53  

 Total for all Personnel Costs 12 month cost is projected to total $24,809.05 
 

2. Operating Costs: 

 Equipment: 
The required program equipment includes tools, books and supplies for the execution of the grant program, enabling 
the participants to learn and gain experience using standard industry equipment. The total estimated cost for these 
items is $3,495.15.  The organization requests 100% of this cost. (Exhibit #6- Program Supplies and Equipment) 
The grant total requested is $3,495.15. 
Total for all Operating Costs 12 month cost is projected to total $3,495.15 
 

3.Participant Costs: 

  Education Training/Tuition 

A+ Certification Training: 
CompTIA A+ is a highly desired, and often required, certification among companies hiring computer support 
specialists. New2U Computers is requesting to send 24 participants through A+ training, which will include 
books, classroom instruction and the two required proficiency exams to obtain the credentialed certification.  As 
a certified CompTIA training provider, New2U computers will be providing the A+ certification training for each 
of the participant at a cost of $2,995 per participant.  The 12 month grant total requested is $71,880 ($2,995 
X 24 = $71,880).  
The 12 month grant total requested is $71,880 
 

 Incentives 
Each participant will be eligible for incentive bonuses throughout the program. These bonuses based on merit in 
the following categories:  punctuality and attendance, course study completion and passing of curriculum and 
certification exams. Each participant is eligible to receive up to $100 per month. The cost for the incentive 
bonuses is $100 per participant per month.  The 12 month grant total requested is $7,200 (24 participants x 3 
months x $100 = $7,200.00) 
The 12 month grant total requested is $7,200 
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 Supportive Services: 
Each participant will receive the following in program supportive services: 
Background Check: It is an agency requirement that all Disability Resources, Inc. employees and volunteers pass a 
state and federal background check.  The passing of this is required for entry into the program.  The cost for 
each background check is $64.25. The 12 month grant total request is $1,542.00 ($64.25 x 24 participants - 
$1,542.00). 
The 12 month cost is projected to total $1,542.00 
 

 Clothing: Each participant will receive the following clothing items to ensure that they are properly clothed for 
participation in the program and for interviewing for employment after program completion.  The clothing 
allowance consists of $48.00 for two pairs of jeans; $24.00 for two work shirts; $60.00 for one pair of work 
boots; and $100.00 for interview clothing.  This totals to $232.00 per participant.  The 12 month grant total 
request is $5,568.00 ($232.00 x 24 participants - $5,568.00). 
The 12 month cost is projected to total $5,568.00 
 

 Participant transportation: Each participant will receive up to $65.00 per month for transportation to and from 
the program.  Participants may receive either a monthly bus pass or reimbursement for gasoline expense up to 
$65.00 per month as evidenced by the submitted gasoline purchase receipts.  The estimated expense is $65.00 
per month for each participant.  The 12 month grant total request is $4,680.00 ($65.00 x 3 months x 24 
participants - $4,680.00). 
The 12 month cost is projected to total $4,680.00 
Total Supportive Services 12 month cost is projected to total $11,790.00 

 

 Other 
Each program participant will receive a computer technician tool kit that they will retain after exiting the 
program. The cost for each tool kit is $84.54. Each participant will be given a USB flash drive for storage of 
training and materials.  The cost for each flash drive is $14.00. During the course of the program, each program 
participant will be required to assemble, install, and program a desktop computer system which they will retain 
after exiting the program.  The cost of components and software for each computer system is $277.00. The 12 
month grant total requested is $9,012.16 ($84.54 + $14.00 + $277.00 = $375.54 x 24 participants = 
$9,012.16). 
The 12 month cost is projected to total $9,012.16 
Total Participant Cost for 12 months is projected to total $103,510.86 
 

4. Work Experience (WEX) Components 

 WEX Staff Salaries 
New2U Computers Program Coordinator: 
The program coordinator is one full-time employee (40 hours a week) and will schedule, manage, execute and 
oversee all program training. The program coordinator will be spending 60% of their time (24 hours per week) 
on this grant and their hourly rate is $15.00 per hour. The 12 month grant total requested is $22,651.20 
($15.00/hr x 24 hrs per week x 52 weeks = $18,720). The remaining salary expenses will be paid by the 
organization.  
Payroll taxes: $18,720.00 x 21% =  $3,931.20 
The 12 month cost is projected to total $22,651.20 
 

Support Specialist:  
The support specialist is one full-time employee (40 hours a week) and is responsible for coordinating receiving, 
processing, and testing donated computer equipment in addition to managing the program participants in the 
warehouse. The support specialist will be spending 50% of their time (20 hours per week); on this grant and 



 2017 OSY Program Proposal 

12 

 

their hourly rate is $13.50 per hour. The 12 month grant total requested is $14,040 ($13.50/hr x 20 hrs per 
week x 52 weeks = $14,040). The remaining salary expenses will be paid by the organization.  
Payroll taxes: $14,040.00 x 21% =  $2,948.40 
The 12 month cost is projected to total $16,988.40 

 Instructor I: 
 The instructor is one full-time employee (40 hours a week) and is responsible for teaching the participants for 

10% of their working time (4 hours) each week.  This instructor will be teaching the subjects of general 
business, financial literacy, entrepreneurship, business accounting, QuickBooks, MS Excel, MS Visio, MS Word, and 
MS access. The instructor’s annual base salary is $66,000 per year. The 12 month grant total requested is 
$6,600 (66,000 X 10% = $6,600). The remaining salary expenses will be paid by the organization.  

 The 12 month cost is projected to total $6,600 
  

 Instructor II: 
 The instructor is one full-time employee (40 hours a week) and is responsible for teaching the participants for 

10% of their working time (average of 4 hours) each week.  This instructor will be teaching the soft skills such 
as resume and cover letter preparation, interview techniques, employment seeking techniques, and other skills to 
help ensure the successful employment of each candidate. This instructor will also being conducting personal 
career planning and mock interviews with each participant individually and as a group.  The instructor’s annual 
base salary is $34,941.31 per year. The 12 month grant total requested is $4,227.90 (34,941.31 X 10% = 
$3,494.13). The remaining salary expenses will be paid by the organization.  

 Payroll taxes: $3,494.13 x 21% = $733.77 
 The 12 month cost is projected to total $4,227.90  

 

Sales Associates: 
The sales associates are two part-time employees (24 hours each) and are responsible for sales, promotions, 
merchandising, display maintenance, customer service, POS system maintenance, free computer program 
coordination, and end of day cash drawer balancing.  Participants will rotate and work with the sales associates 
in the New2U Computers store consistently throughout the program.  Participants will learn marketing, sales and 
customer service skills. Each sales associate will be spending 50% of his/her time (12 hours each; total 24 hours 
a week) on this grant and his/her hourly rate is $10.50/hr. The 12 month grant total requested for these 
positions is $13,104.00 ($10.50/hr x 12hrs per week x 2 positions x 52 weeks = $13,104.00).  
Payroll taxes: $13,104.00 x 13% =   $1,703.52 
The 12 month cost is projected to total $14,807.52 
 
Training Technician: (Previous Computer Support Specialist Intern) 
The training technician is one full-time employee (40 hrs/week) and is responsible for training, testing and 
assisting all program participants.  The training technician will be spending 100% of his/her time instructing and 
working with the grant participants. The hourly rate for the training tech positions is $10.50 per hour. The 12 
month grant total requested is $ ($10.50/hr x 40 hrs per week x 52 weeks)= $21,840  
Payroll taxes: $21,840 x 21% =  $4,586.40 
The 12 month cost is projected to total $26,426.40 
The total WEX staff salaries for 12 months is projected to be $91,701.42 
 

 Work Experience Wages 
During the 12-month course of the grant, the organization will recruit thirty two (24) computer support 
specialist trainees to participate in the program (6 participants every 13 weeks). Program participants will be 
scheduled for 20 hours per week and will receive the training described in the program narrative during that 
time. Participants report directly to the program coordinator, support specialist, or training technician on a daily 
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basis. The organization will pay each of these positions at $10.00/hr. A total of 100% of the WEX wages is 
being requested. The 12 month grant total requested is $70,512.00 (20 hrs per week x 24 participants x 13 
weeks x $10.00/hr = $62,400.00).   
WEX Wages: $62,400.00 
Payroll taxes:  $62,400 x 13% =  $8,112.00 
The 12 month cost is projected to total $70,512.00 
The total WEX Components for 12 months is projected to be $162,213.42 
 

5. Indirect Costs: 

 Advertising:  
 In order to have enough equipment for Participants to work at New2U Computers we will have to increase 

donations.  In addition, participants will need to have computers to sell to the community through the store, 
community events and networking groups.  Therefore, the organization has developed an advertising campaign for 
donations and computer repairs/sales with the support of print and radio advertising. This advertising plan has 
been carefully put together to target certain demographics.  New2U Computers will continue to survey and record 
information from customers and donors as to how they were referred to the program. 

o New2U has worked out a print advertising campaign targeting both donations and sales. This campaign 
consists of 10 full color advertisements. These ads will run beginning 8/2017 and concluding 5/2018.   
The 10 month cost is projected to total $1,200. 

o New2U has developed a radio advertising and marketing program utilizing radio advertising along with 
scheduled spots on popular talk shows to talk about and promote the great work that New2U is doing 
for the community in conjunction with this grant.   
The total 12 month cost is projected at $1,200. 
The 12 month advertising cost is projected to total $2,400. 
 

 Audit Services:  
o Annual cost for the independent audit by an outside CPA firm is $13,000. The organization requests 

10% of this cost. $13,000 X 10%=$1,300 
      The 12 month cost is projected to total $1,300.  

6. Cost Sharing: 

o Disability Resources requests that 5% of the estimated annual operating expenses for rent, utilities, 
internet, telephone and insurance be allocated to the grant based on the following schedule: 
  

EXPENSE  AVG ANNUAL EXPENSE   5% GRANT ALLOCATION-ANNUAL 

6010 · Utilities                      11,026.08                         551.30  
6021 · Internet Services                       2,004.00                         100.20  
6023 · Telephone                       4,520.14                         226.01  
6050 · Office Rent                      95,185.68                        4,759.28  
6180 · Insurance                       8,701.08                         435.05  
                    115,313.55                      6,071.85  

Total 12 month cost is projected to total $6,071.85. 

Total 12 month cost for all indirect costs is projected to total $9,771.85.  
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F.  Budget Detail Worksheet 

Double click in the table to access in Excel.  Enter proposal budget in the table below.  Work Experience 

Components (WEX) must be at least 35% of the total proposed budget. 

Out-of-School Youth Program Budget Detail Worksheet 

    Description  Requested Amount  % of Budget 

Personnel Costs:     

  Staff Salaries      $  24,809.05    

  Taxes and Benefits  $       -      

  Other (List)  $       -      

  Total Personnel Costs     $  24,809.05    

Operating Costs:     

  Staff Travel  $       -      

  Office Expenses/Equipment     $   3,495.15    

  Other (List)  $       -      

  Total Operating Costs     $   3,495.15    

Participant Costs:     

  Assessment Expenses  $       -      

  Training Materials  $       -      

  Education Training/Tuition     $  71,880.00    

  Incentives     $   7,200.00   

  Supportive Services     $  11,790.00    

  Other: Computer Tool Kit+Flash Drive+Desktop Computer     $   9,012.96    

  

 

    

  Work Experience Components (WEX):       

  Staff Work Experience costs:     

    Staff Salaries for WEX Component     $  91,701.42    

    Staff Travel for WEX Component  $       -      

  Participant Work Experience categories:     

    Work Experience     $  70,512.00    

    Pre-apprenticeship programs  $       -      

    Internships and job shadowing  $       -      

    On-the-Job Trainings  $       -      

  Total WEX Components     $ 162,213.42  0.5537 

  

 

      

  Total Participant Costs     $ 254,896.38    

Indirect Costs:     

  Indirect Cost Allocations / Overhead     $   9,771.85    

  Total Indirect Costs     $   9,771.85    

Total Proposal Budget     $ 300,172.43 100% 

    **  WEX budget must equal 35% or more  

 

55% 
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G.  Required Exhibits (not counted in the 14-page limit) 

1. Organizational Chart. 

2. Job Descriptions or résumés of key and budgeted personnel. 

3. Additional information pertinent to this request. 

4. For programs working with a partner(s), include signed letter(s) of agreement from partner(s) outlining 

activities and services to be provided by the partner(s). 

 

 

A. Exhibit #1 – Organizational Chart 
B. Exhibit #2 – Board Roster 
C. Exhibit #3 – Resumes of Key Personnel 
D. Exhibit #4 – New2U Computers’ Program Overview 
E. Exhibit #5 – CompTia A+ Certification 
F. Exhibit #6 – Program Supplies & Equipment 
G. Exhibit #7 – Testimonials – Previous WIOA Participants  
 

 

 

 



Rachel M. Rodriguez 

9469 Long River Dr. 

Reno, Nevada, 89506 

Mobile: 775-742-7230 

MsRachel08@gmail.com 

OBJECTIVE 

Maintain employment with Disability Resources, Inc. and New2U Computers through the 

Nevada Works Grant. 

SUMMARY 

 Familiar with Aging and Disability Services procedures and guidelines. 

 Quality Assurance and Auditing experience with Supported Living Arrangement, Jobs 

and Day Training Services, and Respite Services. 

 Various Accounts Payable and Accounts Receivable experience. 

 Develop and execute Jobs and Day Training and Supportive Living Arrangements policy 

and procedures. 

 

EXPERIENCE 

Staff Accountant/Billing Clerk, May 2012 – Present 

Disability Resources, Inc. / New2U Computers 

 Maintain Supported Living Arrangements Billing Documentation per state and federal 

guidelines. 

 Complete extensive supportive services audits for Supported Living Arrangements and 

Jobs and Day Training services. 

 Collect and complete data entry for Supported Living Arrangements Services and Jobs 

and Day Training services. 

 Perform various Accounts Payable and Accounts Receivable tasks such as: Trust and 

General Account Bill Pay, Reconciliations, Journal Entries, prepare weekly Deposits for 

all accounts, and monthly account reviews. 

 Develop, update, and execute Jobs and Day Training and Supportive Living 

Arrangements trainings.  

 Facilitate Easter Seals of Nevada Respite Grant Program in collaboration with Easter 

Seals of Nevada as their Northern Respite Provider. 

mailto:MsRachel08@gmail.com






Leon B. Landers 

1984 Zephyr way 

775-294-1666 

Lb.landers14@gmail.com 

 

 

 

Experience with: Operating Systems   Android and IOS 

   PC and Apple Platforms   Networking 

   Hardware and Software   Microsoft Office 

   Project Management   Troubleshooting 

   Visio     LANs 

   Mobile Devices Integration  Network Security 

   Virtual Environments   Disaster Recovery 

   Programming     Time Management 

   Customer Service   Oral and Written Communication 

    

Education:  Churchill County High School Diploma  Fallon, Nevada               2007 

   Career College of Northern Nevada    Sparks Nevada             2012-14

 Associates of Occupational Studies Degree Information Technologist Specialist 

   Internship New2u Computers   Sparks Nevada             2014-14 

 

Employment History: New2U Computers / Disability Resources 

   June 2014 – Current     Jay Wilson 

          775-329-1126 

          Sparks, NV 

   Warehouse Coordinator / Job Development Coach 

 

Nas Fallon MWR Sage Brush Bowling 

   Feb 2011 – Jan 2012     Chris McCoy 

          775-426-2451 

          NAS Fallon NV 

   Cashier/ Maintenance/ Busser   

    

   Walmart 

   March 2010 – June 2010    775-428-1700 

          Fallon, NV 89406 

   Stocking Food Products 

    

   Amazon 

   June 2009 – September 2009 

          775-575-8000 

          Fernley, NV 89408 

   Picking/ Warehouse  

 

mailto:Lb.landers14@gmail.com






Jay Wilson 
10529 Eagle Falls Way 

Reno, Nevada 89521 

775-530-7505 

Jaytinkerbell@yahoo.com 

 

QUALIFICATIONS 

 Seven years of Casino Operations, Human Resources, Recruiting as well as  

      Training and Development and Internal Communications experience 

 Three years as Slot Casino Supervisor for Harrah's Reno and Harrah's Lake Charles 

 Knowledge of Harrah's Entertainment, Inc. casino and player development computer programs 

 Excellent customer service, communication and conflict resolution skills 

 5 years managing downtown Reno bar giving me insight to a wide array of interactions as well as 

working closely with nonprofits for promotional fundraising  

 Internship for CompTIA A+ 

 18 months of managing the computer sales store, technician room and warehouse allowing me the 

chance to create a truly cohesive team and that supports each other and motivated to move forward and 

grow    
RELATED EXPERIENCE 

JDT Manager – New2U Computers, Reno, Nevada   Sep. 2015 – Present 

 Created a training curriculum and guideline to promote growth and progression of participants in job 

skills as well as incorporating assessments and data tracking sheets to continually monitor status of 

individuals. 

Training and Internal Communications Supervisor – Harrah’s Reno, Nevada Nov. 2005 – 2006 

 Responsible for recording and maintaining all of Harrah’s Reno employees’ training histories 

 Manage all training course enrollments including scheduling of facilitators and training rooms 

 Prepare and distribute all related training workshop materials and supplies 

 
Operations Manager – New2U Computers, Sparks, Nevada     Sep. 2015 - Present 

 

Sales & Marketing Manager – New2U Computers, Sparks, Nevada    Aug. 2015 –Sep. 2015 

 

Administrative Assistant – Disability Resources, Sparks, Nevada    May 2013 – Aug. 2015 

 

Sales Associate – New2U Computers, Sparks Nevada      Jan. 2013 – May 2013 

 

Intern – New2U Computers, Sparks, Nevada      Oct. 2012 – Dec. 2012 

 

Manager - 5 Star Saloon, Reno, Nevada       Dec. 2006 – Nov. 2011 

 

Training Supervisor – Harrah’s Reno, Nevada      Nov. 2005- Nov. 2006 

 

Training and Internal Communications Specialist - Harrah's Reno, Nevada   Mar. 2005 - Oct. 2005 

 

Employment Recruiter - Harrah's Lake Charles, Louisiana     Apr. 2004 - Oct. 2004 

 

Training Coordinator - Harrah's Lake Charles, Louisiana     Sep. 2003 – Mar. 2004 

 

Slot Supervisor - Harrah's Lake Charles, Louisiana      Feb. 2001 - Sep. 2003 

 

Slot Coordinator - Harrah's Reno, Nevada       Jun. 2000 - Feb. 2001 

 

Slot Technician - Harrah's Reno, Nevada       Oct. 1998 - May 1999 

 

Manager - Family Video Superstore       May 1996 - Sep. 1998 





 
 

Disability Resources, Inc. 
2017-2018 Board of Directors 
 
 

OFFICERS & DIRECTORS 

 

Jeff Baclet                                                                              Director 
Retired  

Investment Banker 

 

Nicole Harvey, Esq.                                                               Secretary 
Attorney  

Harley Davidson Financial Services  

 

Keenan Polan                                                                         Director                      
President 

Reno Big Horns 

 

Todd Lacey                                                                            Vice-President 
eCommerce / WordPress Marketing Consultant 

Self Employed 

 

Dennis Pellegrino                                                                   President/Treasurer 
Retired 

Business Executive 

 

Oliver X                                                                                  Director                                                                                
Editor-Publisher  

Reno Tahoe Tonight 

 

ADVISORY COMMITTEE 

 

Greg Krause                                                                           
Retired 

Transportation Executive 

 

David Ward                                                                           
Owner 

E Media Ad Group, LLC.  

 

EXECUTIVE DIRECTOR 

 

Vivian Ruiz 



 

 

 

 

Vivian Ruiz 
Executive Director 

Start Date 
12/26/2006 

 

Natali Arias 
HR Manager 

Start Date 
10/20/09 

 

Tracee Rolfson 

HR Admin. Asst. 

Start Date  

04/01/2015 

 

Approx. 20 
Direct Support Staff 

Melvin Gentry 
Direct Support 

Manager 
Start Date 

12/05/2011 
 

Eric Dinnel 
Scanning Clerk 

Start Date 
01/02/2014 

 

Lucia Villanueva 
Job Coach 
Start Date 

11/07/2017  

Board of Directors 

Yolanda Cohenour 
Job Coach 
Start Date 

05/27/2012 
 

Derek Fitzpatrick 
Warehouse Support 

Specialist 

Start Date 
01/25/2009 

 

Dave Shearer 
Controller 
Start Date 

02/03/2012 
 

Gavin Reynolds 
Admin. Asst.  

Start Date 
07/09/2015 

 

Rachel Rodriguez 
Staff Acct. 
Start Date 

03/12/2012 
 

Disability Resources, Inc. Organizational Chart 

Jay Wilson 
New2U Computers 

Operations Manager 
Start Date 
10/01/12 

 

Krista Dolby 
Community Services 

Manager 
Start Date 

06/15/2005 
 

Approx. 20 
Direct Support Staff 

Approx. 20 
Direct Support Staff 

Maricruz Lara 
Direct Support 

Manager 
Start Date 

10/12/2015 
 

     Ashley Rodriguez 
Direct Support 

Manager 
Start Date 
11/08/16 

 

Kevin Foster 
Direct Support 

Manager 
Start Date 

06/29/2015 
 

Approx. 20 
Direct Support Staff 

Kory Frazier 
Janitorial Staff 

Start Date 
08/17/2005 

 

Mark Henley 
Job Coach 
Start Date 

10/01/2012 
 

Leon Landers 
Warehouse Donation 

Coordinator/Job Coach 
Start Date 

04/01/2014 

 

Isabella Wood 
Job Coach 
Start Date 

11/30/2016 
 

 

 Samantha Gurrola 
Job Coach 
Start Date 

06/15/2015 
 

Stacey Marsh 
Sales Associate 

Start Date 
01/26/2015 

 

Aaron Young 
Sales Associate 

Start Date 
08/10/2016 

 

Bob Moor 
Repair Technician 

Start Date 
10/18/2011 

 

Allyn Carter 
Repair Technician 

Start Date 
04/03/2008 

 

Clayton Weatherford 
Tech /JDT Coach 

Start Date 
9/14/2015 

 

Michelle Hailey 
Warehouse Associate  

Start Date   
04/15/2016 

 

 

Lisa Rathman 
Outside Sales 

Associate 
Start Date 

04/22/2015 
 

 

Juan Saldana 
Lead Technician 

Start Date 
03/29/2014 

 

Garland Farrar 
Sales Associate 

Start Date 
11/07/2016 

 

     John Phillips 
Job Coach 
Start Date 

11/16/2014 
 

Erin Caris 
Job Coach 
Start Date 

02/07/2017 
 

 Phillip Brown 
Job Coach 
Start Date 

        11/04/2016 
 

Approx.7 
Warehouse 
Associates 

Approx.7 
Warehouse 
Associates 

Approx.7 
Warehouse 
Associates 

Approx.7 
Warehouse 
Associates 

Approx.7 
Warehouse 
Associates 

 

 



40.00$               Hard Drive

12.00$               Licensing

25.00$               Video Card

40.00$               Motherboard

35.00$               Case

20.00$               Keyboard/Mouse

75.00$               Monitor

30.00$               RAM

277.00$             

14.00$               USB FLASH DRIVE

84.54$               COMPUTER TOOL KIT

375.54$             TOTAL

COMPUTER COMPONENT FOR SYSTEM BUILDS



QTY: Cost (Each): Total:

4 31.97$            127.88$            

2 2.41$               4.82$                 

2 12.99$            25.98$               

4 21.99$            87.96$               

4 8.98$               35.92$               

3 17.54$            52.62$               

3 31.77$            95.31$               

1 159.99$          159.99$            

2 28.97$            57.94$               

2 29.99$            59.98$               

2 49.99$            99.98$               

2 49.99$            99.98$               

1 69.99$            69.99$               

6 18.47$            110.82$            

6 10.27$            61.62$               

24 3.10$               74.40$               

3 440.22$          1,320.66$         

6 146.74$          880.44$            

Total: 3,426.29$         

Qty: Cost (Each): Total:

2 34.43$            68.86$               

Total: 68.86$               

$3,495.15

$3,495.15

Tools/Equipment (100%)

Grant Allocation

                                                       Total:

Tacklife CT01 Pro Wire Tracker RJ45 Line Finder Cable Tester

RJ45 Network Plug for CAT5 CAT5E CAT6 Cable Head 100PCS 

CompTIA A+ Certification All-in-One Exam (220-901 & 902) Guide 

Program Supplies/Equipment
Tools/Equipment:

Klein Tools VDV226-107 Compact Ratcheting Modular Crimper

TOOGOO RJ45 Cat5 Network Cable Punch Down and Stripper 5 Pcs

2Pcs Professional Diagonal Cutting Pliers (5-Inch)

Fluke Networks D-Snip Cable Scissors

Platinum Tools 105072 RJ45 Boot 6.0mm Max OD, Blue, 100-Pack

Platinum Tools 100010C EZ-RJ45 Cat 6+ Connectors, 50-Pieces

RJ45 LAN Network Cable Tester Wire Tracer

Books/Training Reference Material

Books/Training Reference Material

WORKPRO 15-inch Center Tray Collapsable Tool Storage Bag

iFixit Pro Tech Toolkit 70 pcs

eSATA or USB 3.0 Docking Station for 2.5/3.5 " SATA III Hard Drives

4 Bay Dock for 2.5" / 3.5" SATA HDD / SSD to USB 3.0 & eSATA

Bullard Sentinel2 Ratchet Headgear

Antifog Ice Wraparounds Safety Glasses

72"W X 30"D ESD Square Edge Workbench - Adjustable Height – Black 

Plastic Laminate Electronic 2-Person Workbench With Panel Legs

Regal Seating Bucket Seat Stools

Bullard Sentinel2 Clear Face Shield Visor









Basic Mathematics Quiz 

 

Solve the following problems 

 

 

1. Write this number in words  

 

157802 ______________________________________________ 

 

2. Round 36,993 to the nearest thousands____________________________ 

 

3. Round 6.724 to the nearest hundredth____________________________ 

 

4. 324 times 87______________________________ 

 

5. 81.32 times 0.3214 

 

6. Divide 89 into 4356_________________________________ 

 

7. Find the greatest common factor of 24 and 76_______________________ 

 

8. Find the least common factor of 12 and 36_______________________ 

 

9. Circle the numbers that are prime. 

 

      2       5       8       13       17       18       21       93       117 

 

10. Tell if the fraction on the left is less or greater than the fraction on the right. Use < or > 

 

 
 

 

11. Add the following fractions: 

 

 
 

 

12. Tell if the decimal on the left is less or greater than the decimal on the right. Use < or > 

 

5.43123        5.43013 



 

13. What is the perimeter and area of a rectangle with sides equal to 5 inches and 7 inches? 

 

Perimeter = __________________ inches       area=____________________ 

 

14. 35% of 40 is ____________ 

 

15. What percent of 80 is 100? _____________________ 

 

16.  2+2= 

  

17.  7-3= 

  

18.  3x7= 

  

19.  8/2= 

  

20.  25-4= 

  

21.  100x3= 

  

22.  2x3+3= 

  

23.  If Bob has three apples and you took away 2, how many does Bob have left? 

  

24.  4+4x5= 

  

25.  A clown charges $3 per joke and you want to hear 4 jokes. How much will you pay? 

 

26.  5x3-5+10= 

  

27.  5-5= 

  

28.  67-2= 

  

29.  You got paid $100 to mow someone's lawn. You paid $10 for gas and $20 for no particular 

reason after you got paid. How much money do you have left? 

 

30.  19-20= 

  

31.  Write the numbers from 1 to 10 (including 1 and 10) putting spaces in between each number. 

 

32.  Is 5 less than 1? (yes or no) 



  

33.  Which is bigger 5 or 6? 

  

34.  What does a decimal point look like? 

  

35.  Is 5 a whole number? (yes or no) 

 

 

36.  4x4 

A. 8 

B. 16 

C. 1 

  

37.  2x3 

A. 5 

B. 2 

C. 6 

  

38.  2+7 

A. 14 

B. 9 

C. 5 

  

39.  7+4 

A. 11 

B. 28 

C. 3 

 

 

 

 

40.  9-7 

A. 16 

B. 63 

C. 2 

  

41.  12-4 

A. 8 

B. 2 

C. 16 

  

42.  12/3 

A. 15 

B. 4 



C. 2 

  

43.  9/3 

A. 1 

B. 2 

C. 3 

  

44.  One Plus Three 

A. Five 

B. Four 

C. One 

  

45.  Nine Minus Four 

A. Six 

B. Five 

C. Three 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Reading Comprehension 

Questions 1–4 are about the following announcement. 

Student Volunteers Needed! 

On Saturday, December 12th, from 10 A.M. until 4 P.M., Carverton 

Middle School will be holding a music festival in the school gymnasium. 

The special event willfeature a variety of professional musicians and 

singers. 

Task Time Date 

Make posters 1 P.M.–4 P.M. December 5th 

Set up gym 11 A.M.–4 P.M. December 11th 

Help performers 9 A.M.–4 P.M. December 12th 

Welcome guests 10 A.M.–2 P.M. December 12th 

Clean up gym  4 P.M.–7 P.M. December 12th 

  

Interested students should speak with Ms. Braxton, the music teacher. 

Students who would like to help at the festival must have written 

permission from a parent or guardian. 

1. What time will the festival begin? 

A. 10 A.M. 

B. 11 A.M. 

C. 1 P.M. 

D. 2 P.M. 

2. In line 2, the word feature is closest in meaning to _______. 

A. look 

B. keep 

C. include 

D. entertain 

3. What job will be done the day before the festival begins? 

A. Making posters 



B. Setting up the gym 

C. Cleaning up the gym 

D. Helping the performers 

4. Who is told to talk to Ms. Braxton? 

A. Parents 

B. Students 

C. Teachers 

D. Performers 

 

Questions 5–11 refer to the following story. 

 Line 

  

  "Did you see that?" Joe said to his friend Bill. "You're a great shooter!" 

  Bill caught the basketball and bounced it before throwing it again. The ball 

flew into 

the net. 

  "Bill, you never miss!" Joe said admiringly. 

 5 

  "Unless I'm in a real game," Bill complained. "Then I miss all the time." 

  Joe knew that Bill was right. Bill performed much better when he was having 

fun 

with Joe in the school yard than he did when he was playing for the school 

team in front 

of a large crowd. 

  "Maybe you just need to practice more," Joe suggested. 

 10 

  "But I practice all the time with you!" Bill objected. He shook his head. "I 

just can't 

play well when people are watching me." 

  "You play well when I'm watching," Joe pointed out. 

  "That's because I've known you since we were five years old," Bill said with 

a smile. "I'm just not 

comfortable playing when other people are around." 

 15 

Joe nodded and understood, but he also had an idea. 

  The next day Joe and Bill met in the school yard again to practice. After a 

few minutes, Joe 

excused himself. 



  "Practice without me," Joe said to his friend. "I'll be back in a minute." 

  Joe hurried through the school building, gathering together whomever he 

could find—two 

 20 

students, a math teacher, two secretaries, 

and a janitor. 

 

  

When Joe explained why he needed them, 

everyone 

was happy to help. 

  Joe reminded the group to stay quiet as 

they all 

went toward the school's basketball court. 

As Joe 

 25 

had hoped, Bill was still practicing 

basketball. He 

made five baskets in a row without noticing 

the 

silent people standing behind him. 

  "Hey, Bill!" Joe called out finally. 

  Bill turned. A look of surprise came over 

his 

 30 

face. 

  "I just wanted to show you that you could 

play 

well with people watching you," Joe said. 

"Now 

you'll have nothing to worry about for the 

next 

game!" 

5. What would be the best title for the story? 

A. Joe Joins the Team 

B. Practice Makes Perfect 

C. Bill Wins the Big Game 

D. Bill's Basketball Problem 

6. In line 6, the word performed is closest in meaning to _______. 

A. acted 



B. played 

C. moved 

D. changed 

7. Why is Bill upset? 

A. He plays better in practice than he does during games. 

B. The school yard is not a good place to practice. 

C. Joe watches him too closely when he plays. 

D. His team loses too many games. 

8. Why does Bill play well when Joe is watching him? 

A. He is comfortable with Joe. 

B. Joe tells him how to play better. 

C. He does not know that Joe is there. 

D. He wants to prove to Joe that he is a good player. 

9. Why does Joe decide to gather a group of people? 

A. Because he wants more players for his team 

B. Because he wants to help Bill feel less nervous 

C. Because he wants to show them his talent 

D. Because he wants more people to see the next game 

10. At the end of the story, all of the following people watch Bill practice EXCEPT _____. 

A. Joe 

B. a janitor 

C. a math teacher 

D. the basketball coach 

11. Why does the group have to be quiet when they go to the basketball court? 

A. Because Joe is telling Bill what to do 

B. Because they do not want Bill to know they were there 

C. Because Bill likes to practice alone 

D. Because the group needs to listen to Joe’s instructions 

 

Questions 12–20 are about the following passage. 

 Line 

     When another old cave is discovered in the south of France, it is not usually news. 



Rather, it 

is an ordinary event. Such discoveries are so frequent 

these days that hardly anybody pays heed to them. However, 

when the Lascaux cave complex was discovered in 1940, 

 

 

 5 

 

 

 

 

the world was amazed. Painted directly on its walls were 

hundreds of scenes showing how people lived thousands 

of years ago. The scenes show people hunting animals, 

such as bison or wild cats. Other images depict birds and, 

most noticeably, horses, which appear in more than 

 10 

300 wall images, by far outnumbering all other animals. 

   Early artists drawing these animals accomplished 

a monumental and difficult task. They did not limit 

themselves to the easily accessible walls but carried 

their painting materials to spaces that required climbing 

 15 

steep walls or crawling into narrow passages in the 

Lascaux complex. 

   Unfortunately, the paintings have been exposed to the 

destructive action of water and temperature changes, which 

easily wear the images away. Because the Lascaux caves have 

 20 

many entrances, air movement has also damaged the images 

inside. 

Although they are not out in the open air, where natural light 

would have 

  

destroyed them long ago, many of the images have deteriorated and are barely 

recognizable. To prevent further damage, the site was closed to tourists in 1963, 23 years 

after 

it was discovered. 

  



 

12. Which title best summarizes the main idea of the passage? 

A. Wild Animals in Art 

B. Hidden Prehistoric Paintings 

C. Exploring Caves Respectfully 

D. Determining the Age of French Caves 

13. In line 3, the words pays heed to are closest in meaning to ______. 

A. discovers 

B. watches 

C. notices 

D. buys 

 

 

 

14. Based on the passage, what is probably true about the south of France? 

A. It is home to rare animals. 

B. It has a large number of caves. 

C. It is known for horse-racing events. 

D. It has attracted many famous artists. 

15. According to the passage, which animals appear most often on the cave walls? 

A. Birds 

B. Bison 

C. Horses 



D. Wild cats 

16. In line 8, the word depict is closest in meaning to _______. 

A. show 

B. hunt 

C. count 

D. draw 

17. Why was painting inside the Lascaux complex a difficult task? 

A. It was completely dark inside. 

B. The caves were full of wild animals. 

C. Painting materials were hard to find. 

D. Many painting spaces were difficult to reach. 

18. In line 12, the word They refers to _______. 

A. walls 

B. artists 

C. animals 

D. materials 

19. According to the passage, all of the following have caused damage to the paintings 

     EXCEPT _______ . 

A. temperature changes 

B. air movement 

C. water 

D. light 

20. What does the passage say happened at the Lascaux caves in 1963? 

A. Visitors were prohibited from entering. 

B. A new lighting system was installed. 

C. Another part was discovered. 

D. A new entrance was created. 

 

 

 

 

 

 

 



Entrepreneurship Quiz 

1.  People who work for someone else 

A. Aptitude 

B. Employee 

C. Entrepreneurs 

D. Entrepreneurship 

  

2.  Evaluation of your strengths and weaknesses 

A. Self Assessment 

B. Employee 

C. Entrepreneurship 

D. Entrepreneur 

  

3.  People who own, operate, and take risk of a business venture 

A. Aptitude 

B. Employee 

C. Entrepreneurs 

D. Entrepreneurship 

  

4.  The ability to learn a particular kind of job 

A. Aptitude 

B. Employee 

C. Entrepreneurship 

D. Entrepreneur 

  

5.  Which one is NOT a disadvantage of Entrepreneurship? 

A. Risky 

B. Uncertain Income 

C. You are the boss 

D. Work long hours 

  

6.  Which one is NOT an advantage of Entrepreneurship? 

A. Can choose a business of interest 

B. You can be creative 

C. Make a lot of money 

D. You will make decisions alone 

 

 

 

 

7.  What type of entrepreneurial business actually produce the products they sell? 

A. Manufacturing 

B. Wholesaling 



C. Retailing 

D. Service 

  

8.  What type of entrepreneurial business sells products to people other than the final customer? 

A. Manufacturing 

B. Wholesaling 

C. Retailing 

D. Service 

  

9.  What type of entrepreneurial business sells products directly to the people who use or consume 

them? 

A. Manufacturing 

B. Wholesaling 

C. Retailing 

D. Service 

  

10.  What type of entrepreneurial business sells service instead of a product? 

A. Manufacturing 

B. Wholesaling 

C. Retailing 

D. Service 

  

11.  What is an office memorandum? 

A. Message from one person to another 

B. Short written form of business communication 

C. Short speech 

D. Letter 

  

12.  If you own your own business you will need to know how to calculate your profit.  Which one 

is a calculation of profit? 

A. Sales-months in a year 

B. Sales-expenses 

C. Total sales-expenses 

D. Monthly sales* expenses 

 

 
 

13.  Which one is NOT a step in the problem solving method? 

A. Define the problem 

B. Gather information 

C. Identify solutions 

D. Ignore the problem 

  

 



14.  What type of economy allows the government to determine what, how, and whom products and 

services are produced? 

A. Command 

B. Market 

  

15.  This economy is about personal choice.  Individuals decide what, how, and for whom products 

and services are produced. 

A. Market 

B. Command 

  

16.  What is a fixed cost? 

A. Cost that go up and down 

B. Cost that remain the same 

C. Measure the disadvantages of production 

D. Measure advantages of production 

  

17.  What is a variable cost? 

A. Cost that go up and down 

B. Cost that remain the same 

C. Measures the disadvantages of production 

D. Measures advantages of production 

  

18.  What is opportunity cost? 

A. Going with your first option 

B. Going with the easiest option 

C. Choosing the best alternative 

  

19.  Chemicals, fabrics, and  foods are examples of (BLANK) businesses. 

  

20.  Shopping malls, Kroger’s, and Best Buy are examples of a (BLANK) business. 

  

21.  What types of business are you interested in starting?  Where would it be located (which part of 

the city)? What would be a goal for your business? 

 

 

 

 

 



Financial Literacy 

1. There is no penalty if I pay my credit card balance after the due date. 

A. True 

B. False 

  

2. What percent of your pay check should go towards your savings? 

A. 10% 

B. 5% 

C. 25% 

D. 50% 

  

3. Treasury bills are a high risk investment. 

A. True 

B. False 

  

4. Saving is the same as investing. 

A. True 

B. False 

  

5. If I have just started working, the first thing I should do is... 

A. Build an emergency fund account 

B. Start a savings account 

C. Shop for office clothes 

D. Set aside money for a dream vacation 

  

6. You will benefit from investing in only one type of investment vehicle. 

A. True 

B. False 

  

7. To take up a financial plan and be committed to it, it is... 

A. A burden to my financial success 

B. Not really important 

C. A necessity to me and my family 

D. A compulsory because the government says to do so 

  

8. The BEST way to manage credit card debt is... 

A. To consistently pay a small part of the amount owed every month 

B. To not pay every month but pay lump sum using my bonus at the end of the year 

C. To pay the full amount owed for that month 

D. To take up a personal bank loan to pay the credit card debt in full 

  

 



9. Mutual funds are... 

A. Very troublesome and should be avoided 

B. A good asset to have in your portfolio 

C. Very hard to understand since there are few people that can help 

D. Hands down, a bad investment 
  

10. When should you start investing? 

A. Today 

B. Wait until you are 18 years of age 

C. At the age of 40 

D. When I start working 

  

11. It’s a bad idea to start investing when you’re young. 

A. True 

B. False 

  

12. Investing involves... 

A. Stocks and only stocks 

B. Bonds 

C. T-Bills 

D. GIC’s 

E. All of the above 

  

13. Interest is... 

A. Good 

B. Bad 

C. All of the above 

  

14. Credit Score is... 

A. Your score on an online quiz 

B. A score given to an individual by banks based on their financial activities 

C. An imaginary credit card 

D. Similar to interest 

  

15. The best bank to open an account with is... 

A. BMO 

B. Royal 

C. Scotia 

D. TD 

E. The one that suits your needs 

 

 

 

 

 



CompTIA A+ Exam 220-801 

1. When configuring a motherboard, what information is needed to find the correct user guide for a motherboard?      

A. Types and number of ports included on the motherboard      
B. Type of CPU and heat sink installed on the motherboard      
C. Manufacturer and model of the motherboard      
D. Configuration of the I/O shield and type of power source 
 

2. What program can easily make changes to the setup values stored in CMOS RAM?      
A. BIOS setup     
B. CONFIG setup      
C. CMOS setup      
D. I/O shield setup 
 

3. A new standard that is slowly replacing the BIOS standard serves as an interface between firmware on the motherboard 
and the operating system. It improves on processes for booting, handing over the boot to the OS, and loading device drivers 
and applications before the OS loads. What is the name of this new standard?      

A. POST (power-on self-test) Interface     
B.  B. Boot Priority Interface      
C. C. Unified Extensible Firmware Interface (UEFI)      
D. D. Newer Phoenix BIOS Interface      

 
4. After the OS is installed, the boot sequence should typically be changed to boot first from which hardware device?     

A. DVD      
B. CMOS RAM      
C. Hard drive 
D. USB 

 
5. A(n) _________________________ is two small posts or metal pins that stick up off the motherboard that is open or 
closed; it is open if it has no cover and closed when it has a cover on the two pins.     

A. partition table      
B. parallel port      
C. on-board port      
D. jumper 

 
 6. Which statement is correct regarding supervisor and power-on passwords?      

A. These passwords are the same password that can be required by a Windows OS at startup.      
B. If both passwords are forgotten, a default password can be entered to access the system.      
C. Jumpers can be set to clear both passwords.      
D. Using both passwords is an alternative to flashing the BIOS when alleviating motherboard problems.      

 
 7. What term refers to the process of upgrading or refreshing the programming stored on the firmware chip?      

A. booting     
B. ISO imaging     
C. flashing BIOS     
D. firmware refreshing      

 
 8. Which statement concerning BIOS updates is correct?      

A. If the update is interrupted while it is in progress, turn off the computer and then turn it back on to resume the 
update.      



B. Update your BIOS only if you’re having a problem with your motherboard or there’s a new BIOS feature you want 
to use. 
C. A BIOS update can be performed using either an earlier version or a later version than the one installed.      
D. It is advisable to routinely check for updates to BIOS code posted on the motherboard manufacturer’s web site 
and to perform updates frequently.  

 
9. How does one access the BIOS setup program?      

A. By pressing a key or combination of keys during the boot process      
B. By pressing CTRL+ALT+DEL during system shut down      
C. By accessing it through Control Panel after the computer is booted      
D. By accessing system options through the startup login dialog box 

 
 10. What name is used to describe ports that come directly off the motherboard?      

A. External connectors      
B. Expansion ports      
C. Direct ports      
D. On-board ports 

 
 

CompTIA A+ Exam 220-802 

1. When two computers communicate using a local network or the Internet, communication happens at three levels. In 
addition to hardware and operating system, what is the third level?      

A. Protocol      
B. Driver      
C. Stack     
D. Application 

 2. What is the first step in in establishing communication between two computers using a local network or the Internet?     
A. One computer finds the other computer.      
B. Both computers agree on protocols.      
C. One computer becomes the server.      
D. Both computers agree on the rules for communication. 

3. What is the communication model most commonly used between computers on a network or the Internet?      
A. Peer-to-peer      
B. Host-to-host      
C. Client/server      
D. Client/host 

 
 4. What is the suite of protocols used in almost all networks today?      

A. FTP      
B. TCP/IP     
C. IPX      
D. X.25 

 

5. Before data is transmitted on a network, it is first broken up into segments. Each data segment is put into 
_________________________.      

A. rows      
B. headers      
C. payloads      
D. packets 



6. Besides the homegroup and workgroup, what is the third way in which Windows supports accessing resources on a 
network?      

A. Sharegroup      
B. Realm      
C. Directory      
D. Domain 

 
7. In Windows environments, a logical group of networked computers that share a centralized directory database of user 
account information and security for the entire group of computers is known as a _________________________.      

A. domain      
B. workgroup      
C. homegroup      
D. VLAN 

 
8. The four Ethernet speeds are 10 Mbps, 100 Mbps, 1 Gbps, and _________________________.      

A. 2 Gbps      
B. 5 Gbps      
C. 10 Gbps      
D. 100 Gbps 
 

9. The 48-bit identification number hard coded on every network adapter is known as the _________________________.      
A. logical address      
B. IP address      
C. MAC address      
D. network address 

 
 10. What are the most popular client/server applications on the Internet?      

A. Telnet client and server      
B. FTP client and server      
C. E-mail client and server      
D. Web browser and server 
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Derek Fitzpatrick 
3213 North Truckee Lane ▪ Sparks,NV ▪ (775)225-2354  ▪  derek.fitzpatrick1@gmail.com 

 

 

Targeting Entry-Level IT Positions 
 Motivated computer science graduate, looking for entry level positions to jump 

start career 
 Quickly learn and master new technology; equally successful in both team and 

self-directed settings; and proficient in a range of computer systems.  

 
Education 

Morrison University, Reno, NV 
Associates of Science Degree in Computer Science, 2010 

 
WCSD Regional Technical Institute, Reno, NV   

Student in the Construction Program, 2004-2006 
 

Technology Summary 

CERTIFICATIONS:  In progress of studying for CompTIA A+,  CompTIA Network 
+, CompTIA Security +  
 

OPERATING 
SYSTEMS:  

Windows XP/Vista/Windows 7/ Mac OS 10.6: "Snow 
Leopard"/ Linux Mint 9.0/ Linux Ubuntu 10.1 

 
LANGUAGES: HTML, Java Script, C+, C# 

 

SOFTWARE: Microsoft  Office Suite: Word, Excel, Access, PowerPoint, 
Open Office Suite 

 
Work Experience 

New2U Computers, Sparks, NV  

06/10 – Present  
IT Technician/Sales Representative/Donations Associate 

Build, repair, troubleshoot, test, and process donated computers and electronics. 
 
McDonalds Inc., Reno, NV 

02/09 – 02/10 
Customer Service Associate 

Opened store daily, ran cash register, provided excellent customer service and food 
delivery, cleaned restaurant according to schedule. 
 

Henry Schien Corp., Sparks, NV 
2004 – 2006  

Picker/Packer 

 
IT Experience 

Recent Computer Science graduate working as an IT Technician/Sales 
Representative/Donations Associate for New2U Computers. Studying for many 

CompTIA Certifications and looking to apply my skills and experience in a 
small/medium sized or start-up company. 
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DAVID A. SHEARER 
PHONE (775) 537-3907     *     E-MAIL:   davidashearer@yahoo.com 

 

EXECUTIVE SUMMARY  
My extensive knowledge and experience in financial analysis, operational efficiency, project management, finance, 

and accounting is complimented by my ability, and proven success, in helping the organizations that I have worked 

with become more efficient and profitable. 
 

PROFESSIONAL EXPERIENCE 
 

DISABILITY RESOURCES, INC.  FINANCIAL CONTROLLER / BUSINESS ANALYST 01/2012 - PRESENT 

 Complete responsibility for all accounting and financial reporting for parent organization and one division. This 

includes supervision of one staff accountant and one billing clerk. 

 Passed each annual CPA audit with zero material modifications to the financial statements. 

 After taking over the management of the billing department, developed extensive billing procedures to ensure that 

all billing to the state of Nevada was complete and accurate.  This produced a reduction in billing submission 

errors of up to 80% and ensured that the organization received compensation for all billable occurrences. 

 Working with all department managers, turned around the financial outlook of the organization from recorded net 

losses of (70k+) each of the two preceding years to net profits of 135k and 128k the two years after joining the 

organization.  This literally saved this organization from going out of business.  

 Developed extensive analytical reporting, both high level and detail oriented, allowing management to directly 

identify problem areas and make corrections and adjustments. 

 Developed, implemented, and maintained databases providing the organization with extensive information 

sharing, moving from hand written or stagnant spreadsheets to dynamic organizational platforms. 

 Prepared several grants which were approved by federal regulatory agency and funded. 
NV ENERGY / APR CONSULTING  FINANCIAL (FP&A) / BUSINESS ANALYST  03/2011 – 01/2012 

 This position was a temporary assignment/project at a remote power plant with monthly travel to the FP&A 

department at the company’s corporate offices in Las Vegas, NV. 

 Extensive budgeting and monthly variance reporting for one of the company’s largest energy producing facilities. 

 Developed, prepared, and submitted annual capital project and operations/maintenance budgets which were 

included in the overall financial budgeting releases. 

 Developed performance metrics, operating plans, and process improvements. Monitored implementation of 

established policies and controls to ensure compliance by the Business Process Owners for their functional areas.  

 Worked with functional area leaders to strategize on feasibility, timing, and execution of long-term cost savings 

initiatives as well as coordinating and tracking the execution of implemented operational efficiency initiatives.  

 Participated in strategic planning efforts consistent with NV Energy strategy development.  

 Worked on cross-departmental and cross-functional teams to execute new processes and procedures.  

 With Financial Planning & Analysis, developed appropriate analytical tools, methods and training to assure 

appropriate business case analysis for capital projects.  

 Supported the rates and regulatory division in rate cases and data requests. 
STS STAFFING     ASST CONTROLLER / SENIOR ACCOUNTANT 09/2010 – 03/2011 

 Contract assignments including working with a local manufacturing company performing extensive financial 

analysis, audit, research, and creating required correcting entries to bring G/L accounts in balance and ensure that 

all accounting entries are in line with GAAP. .  Also, performing all higher level accounting functions and 

managing accounts payable department for 11 related companies under one corporate umbrella.  

 Negotiated debt restructuring with numerous banking and lending institutions, achieving favorable payment 

terms, balance reductions, and loan modifications.                   
GSM CONSULTING    PROJECT DIRECTOR / MGMT CONSULTANT 8/2009 – 6/2010 

 Project Director: Responsible for the execution, management, and success of management consulting projects.  

This was a promotion from staff executive, and new responsibilities included: project opening, project scope 

development, deliverables documentation, workflow management, project team management, detailed reporting 

on project status, performance evaluations of project team members, estimations on project completion,  possible 

areas of project expansion, and reporting to senior executive team. 

 Project and client relationship management (For as many as 5 concurrently running projects across the US). 
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 Staff Executive: Examine and process map the business entity, providing an evaluation of all operational and 

financial areas of a business.  Develop and implement solutions, creating the required procedure manuals and 

documentation.  Training management and staff in the necessary changes required to increase efficiency, achieve 

operational excellence, and attain maximum profitability for the business.  This was a promotion from executive 

analyst. 

 Executive Analyst: Thoroughly execute an analysis of the business to determine areas where the business is 

underperforming and where improvements are possible, as well as determining the financial and operational 

benefit that would result from making these changes to operations.  
OCG MARKETING, LLC.   ASSISTANT CONTROLLER/FINANCIAL ANALYST 6/2004 – 7/2009 

 Business model development through product life cycle including payment processing. 

 Extensive financial analysis, including cash flow, budgeting, and revenue estimations by product and division. 

 In depth reconciliation and analysis, including transaction level reconciliations on hundreds of thousands of 

transactions from past years.  These analysis procedures were then implemented as operational standards. 

 Developed database systems that consolidated transaction and banking data into reporting that could be easily and 

efficiently entered into the accounting system, saving as much as one hundred hours of payroll expense per 

month. 

 Development a cohesive financial team by team building, motivating, and thoroughly training staff accountants 

and accounting clerks. 

 For as many as eight related companies, complete responsibility for the development, execution, and management 

of all accounting functions, including month and year end closing, budgeting and variance reporting. 
CARDSYNC PROCESSING, INC.          CONTROLLER & SECURITY/RISK MANAGER  3/2000 – 3/2004 

 Development and implementation of accounting procedures for each department and division. 

 Development, implementation, and revision of security transaction standards and procedures through detailed 

transaction analysis.  Realized losses by were reduced by 70% after taking over Security/Risk department 

management. 

 Created entire billing system by extracting billable occurrences from customer service database through SQL 

queries.   

 Hired and trained staff accountants and accounting clerks as company growth accelerated, developing a close knit 

financial team. 

 Prepared and presented monthly, quarterly, and annual financial reports at monthly executive board meetings. 
 

PRIOR TO 2000: 

PACKARD BELL   MANUFACTURING COST ACCOUNTANT / PAYABLES ANALYST 

HAMMERHEAD CONSTRUCTION FULL CHARGE BOOKKEEPER 

GLENDAL FEDERAL BANK  STAFF ACCOUNTANT II / LOAN ACCOUNTING 

WASHINGTON MUTUAL BANK STAFF ACCOUNTANT I / PORTFOLIO ACCOUNTING 
 

EDUCATION 
MASTERS OF BUSINESS ADMINISTRATION   Present           Western Governors University   
B.S. ACCOUNTING       09/2000 - 10/2004        Rockville University 
ACCOUNTING / BUS. MGMT / COMPUTER SCIENCE 08/1992 - 06/1994         L.A. Pierce College/Glendale College 

CERTIFIED TAX PREPARER        08/1994 - 11/1994         H & R Block 
 

 

SPECIAL SKILLS 
 

 Current Project Management Institute member, in the process of obtaining PMP certification. 

 Use of SQL to extract, compile, and calculate, relevant financial data for posting and analysis. 

 In depth knowledge of the banking, financial transaction, manufacturing, non-profit, and credit card processing industries. 

 Advanced use of Microsoft Excel and Access.  Intermediate to advanced skills in Microsoft SharePoint, Word, Visio, and 

PowerPoint.  Proficiency with numerous other software suites and applications.  General knowledge of database design and 

development. 

 Utilization of several ERP systems and financial software platforms including, Lawson, Oracle/PeopleSoft, BasWare, Great 

Plains, JD Edwards, QuickBooks (All Versions), Timberline, Sage:(Master Builder, Business Works, and Peachtree), Passport 

work management system, Yardi, AMSI, MAS-90, ADP,  other proprietary software, as well as the ability to learn and 

become proficient with any new software extremely quickly. 

 Thorough knowledge of GAAP accounting principles, with knowledge of additional knowledge of FERC accounting 

regulations. 

 Software implementation; programming theory; knowledge of network protocols; and complete pc assembly / repair.  









Andrew Ritchson  
Address: 2510 Emerson, Fernley Nv, 89408, Email  andrewritchson@yahoo.com, Phone 1775-9805341 
 
SKILLS 
 

Leadership and Communication 
A+ 801 and 802 Certified   
Microsoft office, Word Excel and 
Outlook Certified  

 
EDUCATION  
Truckee Meadows Community College 

 
 
 
Ability to adapt to different situations, and 
make decisions based on the situation.   
Excellent communication skills 
40+ words a minute typing  

 
Current Business Management Major 
NV Professional Institute of Technology & Accounting 
 
12/30/15 IT Technician, A+ 801/802, Network+, Security+, Microsoft Word, Excel 
University of Nevada Reno 
 
5/25/13 Business Management Major 
Southern Utah University 
 
12/11/09 Construction Management Major, Associates Degree in Construction Management.  

Team Forman 
Fernley High School 
 
6/5/09 Advanced High School Diploma.  

High School Football Team 
Captain, Speech and Debate Team   

EXPERIENCE 
New2U Computers 
Training Consultant 2017 
Review and development of CompTIA training literature.  
 
P.I.T.A (Professional Institute of Technology & Accounting) | 1201 Terminal way Reno NV, 89502 
Administrator Assistant, Instructor, IT Technician. 12-1-15 Current  
Responsibilities: Assist Head Operations Manager at the Reno Campus, with Administrator duties, Create and 
apply new teaching Material, Schedule and create classes, Train new Instructors, Instruct Microsoft Office Word, 
Excel, Power Point, and Outlook, CompTIA A+ 901/902, and General Education certification classes. 
Maintained and preformed maintenance on computers, printers, laptops. 
 
SimplexGrinnell | 1105 S. Rock Reno NV, 89502 
 
Pipe Fitter Apprentice 7-5-13 – 2-15-15  
Responsibilities: Unload all tools, and materials needed for the workday. Cut and prep all materials to be 
assembled, help the Journeyman Pipe Fitter assemble all materials for the job. Load all tools up at end of job 
and, or work day. 
U.S Security Associates | 1600 E. Newlands Fernley NV, 89408 
 
Security Supervisor 1-10-13 – 7-4-13  
Manage a Security crew for an 8 to 12 hour shift. Train all new Security guards on the rules, and security 
posts, and the computer programs for badge making, and Security monitoring 
Andrew’s International | 1600 E. Newlands Fernley NV, 89408 
 
Security Supervisor 7-15-12 – 1-10-13  
Manage a Security crew for an 8 to 12 hour shift. Train all new Security guards on the rules, and security 
posts, and the computer programs for badge making, and Security monitoring 
Pizza Hut | 1201 Penny Fernley NV, 89408 
 
Delivery Driver 8-1-11 – 7-14-12  
Make pizza, take orders, and deliver pizza. 
Volunteer Youth Football Coach | Fernley NV, 89408 
 
Assistant Coach 8-10-04 – 11-20-08  
Taught youth football players basic game fundamentals, Hand fighting skills for lineman, defensive plays. 
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