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Education:

 Bachelor of Interdisciplinary Studies


Aug. 2008




Arizona State University, Tempe, AZ




Concentration in Business and Communication




Associate in Business




Aug. 2002




Phoenix College, Phoenix, AZ

Experience:

Alternative Staffing (Tonto National Forest)

July 08- Present




Administrative Assistant
· Crew leader for Arizona Statewide National Forest Christmas Tree Program. As leader, determined volume of materials needed and prepared proper documents in order to distribute packages to vendors, analyzed and developed workflow of the crew to assure that we were working in an effective and efficient manner, and was accountable for meeting required deadline
· Crew leader for disposal or shipment of company records. As leader, coordinate with various departments to analyze and determine if records are to be disposed or shipped to NARA in accordance with FSH 6209.11 per NARA requirements, serve as point of contact for National Record Center, prepare proper documentation for shipment of records, and schedule dates for records to be shipped or destroyed 
· Train and assist coworkers on operating and maintaining office machines such as, Neopost stamp maker, copy and fax machine

· Process outgoing mail using Neopost stamp maker and distribute incoming mail to company employees
· Audit employee leave time and adjust any discrepancies using excel spreadsheets that contain formulas 

La-Z-Boy Furniture Galleries



Oct.08-Apr.09



Sales Consultant

· Built rapport and maintained professional relationships with clients and prospects 
· Offered professional suggestions that would be suitable for their lifestyle and living space

· Displayed high level of product knowledge and illustrate benefits and features to clients

· Effectively listened and articulately communicated with clients to determine wants and needs
· Demonstrated high level of creativity to properly assist clients 
· Influenced clients to make a buying decision through the form of persuasive communication 

·  Followed up with clients and prospects to ensure the highest level of customer satisfaction was being carried out
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St. Joseph’s Hospital, Phoenix, AZ


June08-Aug.08




Intern- Billing/ Coordinator II

· Tracked and documented daily and monthly accounts receivable 
· Assisted managers in planning and forecasting the yearly budget for the department 
· Reconciled and adjusted payments for various vendors and internal departments
· Contacted various vendors for collection of outstanding payments 
· Built and maintained business relation with vendors and internal department managers
· Managed employee Lunch Program which consisted of receiving transactions and adding credits to their card, tracked daily and monthly usage, adjusted any discrepancies, and communicated with employees to resolve issues and provide clarification of their account

St. Joseph’s Hospital, Phoenix, AZ


Nov.05-June08
Customer Service/ Barista 

· Interacted with customers and provided a positive and friendly environment 

· Introduced and promoted newest products to customers

· Up sale on products to generate higher revenues

· Reconciled and logged daily earnings

Skills:

MS Word, MS Access, MS Excel, MS PowerPoint, MS Outlook       

Activities:

Sigma Lambda Beta International Fraternity Inc. 
May03-Present



Alumni Advisor

· Provide resources to undergraduates that enhances their leadership and academic skills
· Liaison between Tucson, Tempe, and Phoenix Chapters 
· Coordinate statewide events for Arizona Chapters to provide networking
· Created and help funded annual scholarship for undergraduate brother with the highest g.p.a

· Created and  currently serve as financial director for emergency funds for the Arizona brotherhood

· Co-created and coordinated fraternal newsletter to promote and market fraternity in a positive manner

Awards:
      
Arizona Outstanding Fraternity Brother                      June 2008
Southwest District Fraternity Brother of the Year
June 2007
Nominated Arizona Fraternity Brother of the Year    June 2004
