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EDUCATION

BSBA in Human Resource Management, Robert Morris University

Expected 8-03


Semester in Paris, France


Dean’s List

WORK EXPERIENCE

Clerical Temp, Carol Harris Temporaries, New Kensington, PA

Summer 2001 & 2002


Receptionist, Unifirst Corporation


Data Entry, Eckerd Drug

Sales Assistant, Bradley House of Catering, Pittsburgh, PA


Summer 2000 & 2001


Assisted Sales Manager in Bridal Consulting


Prepared Contracts and Proposals


Kept Office Inventory, faxed updates to Main House


Scheduled Appointments, Booked meeting rooms

Assistant to Banquet Preparation Manager, Bradley House of Catering

May 2000-Present



Prepare facility for events


Keep inventory


Cooperate with Clients on decorating concerns

Cashier, Giant Eagle Incorporated, Pittsburgh, PA





August 1998-July 2000

Counter Help, Talk n’ Turkey, Monroeville, PA



March 1997-August 1998


Responsible for front-line, kitchen, receivables


Drawer Count and Night Deposit

ACTIVITIES

Secretary, Society for Human Resource Management, Chapter 5066
R-MOVE, Robert Morris University volunteer service


Elementary Academic Tutor, Sewickley Valley YMCA

Alpha Phi Omega

SKILLS

Computer


Microsoft Access


Excel

Internet Explorer

Word

 
Powerpoint


Visual Basic Programming

Language


Conversational French


2 years of Spanish

References available upon request



