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Kara Paxton 
870-318-5564 | kmpax32@yahoo.com | 1166 S Gentle Valley Dr Fayetteville, AR 72704  

November 5, 2019 

City of Fayetteville 

Fayetteville, AR 

Position:  City Clerk - Treasurer 

 

Dear City of Fayetteville: 

 

I have reviewed the requirements of this position and I feel that my background in customer service and in 

administering needs and income-based programs provide applicable experience to meet the list of 

qualifications.  I also have advanced education in information systems that allows me to provide fast and 

efficient service when it comes to using technology to create and update records.     

I have had extensive training and experience in implementing and reading government policies. I have a 

strong background in interpreting, explaining, and analyzing policy.  I also have advanced training in 

evaluating eligibility for State and Federal requirements.  

Over the past nine years I have been able to demonstrate my ability to understand and administer policy 

changes while working for the Social Security Administration and the Fayetteville Housing Authority.  In 

addition, I am a customer service driven individual with almost 20 years of customer service experience.   I 

have received multiple awards, both as an Army Veteran and public servant, over the years that show my 

dedication to my previous position.  If selected for this position I would carry these values over to the City 

of Fayetteville.  

 

Sincerely, 

Kara Paxton 

 



 

KARA PAXTON 
1166 S Gentle Valley Dr Fayetteville, AR 72704 / 870-318-5564 

kmpax32@yahoo.com 

EXPERIENCE 

Fayetteville Housing Authority 
Voucher Program Specialist 
01/23/2019 to 10/23/2019 

 Communicated with community partners to discuss contracts and regulations. 
 Explained complicated issues regarding income requirements of the Section 8 program. 
 Created and analyzed reports pertaining to Section 8 and TBRA recipients. 
 Maintained a waiting list of over 750 applicants for the Housing Choice Voucher Program. 
 Utilized document management software to create and update customer records. 
 Monitored systems to ensure reporting rating is in compliance with the administrative plan. 

Social Security Administration 
Customer Service Representative/Claims Specialist 
03/15/2010 to 08/31/2018 

 Discussed complicated issues regarding income and resource requirements of the Supplemental 
Security Income program and manage caseloads according to priority. 

 Utilized document management software to determine status of cases. 
 Monitored LAN room daily and complete the server backup tape change. 
 Communicated by utilizing oral and written communication with internal and external 

customers by solving problems and providing additional options. 
 Served in leadership role for the internet claims team. 
 Displayed attention to detail by identifying the proper questions to address the customer’s 

concern while showing empathy for the customer. 
Army National Guard 
ULLS-G Clerk 
03/2001-08/2005 

 Served as battalion clerk while deployed. 
 Operated maintenance & driver log software. 
 Prepared order requests while recording information to ensure budget was maintained. 
 Facilitated a positive working environment by always volunteering to work extra hours to aid 

fellow service members. 

EDUCATION  

Master of Science-Information Systems Management 
American Sentinel University 

 The coursework I completed during this program primarily pertained to reviewing an 
organization’s current practices and procedures. A requirement in most of my courses was to 
review and streamline processes. I was also required to review the current needs of the 
organization to determine the software and hardware needs for information systems. 
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Bachelor of Science-Computer and Information Technology 
Arkansas State University 

 Throughout this coursework, I concentrated on database courses. This included the use of 
MySQL, Oracle, and Microsoft Access. I also completed courses in LAN Administration and 
understand how valuable information technology is to an organization. 
 

INTERNSHIPS 
City of Van Buren 
Intern – Information Technology Department 

 Installation and updates of software on workstations. 
 Upstage software and hardware for Continuity of Operations Plan. 
 Provide support to internal customers for workstations, printers, and VOIP system. 

Walmart Home Office 
Intern – Information Systems Division 

 Streamline the process of converting wireless printers for Distribution Centers from static IP 
addresses to DHCP, resulting in a more efficient setup procedure. 

 Assist engineering support for the Distribution Centers globally. 
 Develop diversity research that explained generational interactions in the workforce. 

 
ADDITIONAL INFORMATION 
 
Awards & Recognition 
Social Security Administration 
Recognition of Contribution – 2018, 2015 
Exemplary Contribution Service Award – 2011, 2012, 2013, 2014, 2016, 2017 
Army National Guard 
Global War on Terrorism Expeditionary Medal, Global War on Terrorism Service Medal, National 
Defense Service Medal, Armed Forces Reserve Medal with Mobilization Device, and an Army Service 
Ribbon.  I served from 2001 to 2005 and received an Honorable Discharge. 
 
Communication 
For the past nine years, I have provided information to the public and training to internal customers. I 
have received multiple awards from my supervisors because of my ability to understand what the 
client’s needs are. I regularly deescalate situations where the client is struggling to understand 
governmental policies and how their data is interpreted by the systems. I have provided training 
multiple times over the years to my peers regarding complicated processes and procedures within SSA. 
Over the years I have continued to grow my skills in information technology by assisting the offices I 
have worked in with software and hardware issues. 
 
Goals & Objectives 
After completing my Master’s in Information Systems Management, I began taking on more Information 
technology tasks within the government offices which I have served.  I strive to use my background in 
information systems and customer service to provide excellent service to the customers I have served.  I 
have almost 20 years of customer service experience and I believe in treating all individuals with respect 
and dignity.  My goal and objectives are to serve the City of Fayetteville as the City Clerk by utilizing the 
knowledge, skills, and abilities I have gained over the past 20 years as a customer service driven public 
servant. 
 





 




