Amanda T. Lenz
atl221@truman.edu
Current Address: 
Imae-Dong
Bundang-Gu, South Korea

(010)-5805-4958

Education

Truman State University, Kirksville Missouri

●
Bachelor of Science in Business Administration
● 
Cumulative GPA: 3.00/4.00

●
Emphasis in Management

 
                      ●
Graduation: May 2008

Experience


English Teacher






Bundang Hagwon

●
Taught Preschool-Early Elementary Students

●
Prepared Lesson Plans for English Lessons

●
Wrote and choreographed 2 Christmas Plays

●
Grade work, give feedback and reports cards monthly for student’s progress


Administrative Assistant
         Office of Advancement, Truman State University

●
Generated inventory of office supplies and materials


●
Answered office phone calls and greeted/directed office visitors

●
Assembled mass mailings with 1000+ pieces 

●
Filed sensitive materials



Clubhouse Manager




 Prairie Ridge Golf Course

●
Handled, counted and deposited up $1000/day, kept track of daily cash flow

●
Arranged appointments (tee-times) for customers

●
Helped organize tournaments and league nights

●
Monitored supplies, and merchandise to determine when/how much to reorder


Store Associate


      

      

                 Wal-Mart
●
Assisted customers

●
Maintained stock in department

●
Implemented strategic price changes when necessary 
Activities

Students In Free Enterprise (SIFE)


Elected as Communications Leader 




 2007-2008


●
Prepared notes from each meeting and prioritized group tasks



●
Emailed reminders to members about meetings/project updates using Microsoft Outlook

Elected as Business Student Executive Council Representative 
 2006-2007


●
Attended meetings and helped accomplish Business Department tasks




Elected as Social Chair 






 2005-2006


●
Coordinated social events for members and recruitment events for prospective members

Reserve Officer Training Corp (ROTC)


Recruitment Operations Officer



            
 2007-2008


University Cheerleaders

Captain








 2005-2006
Skills

●
Experience using Microsoft Word, Excel, PowerPoint, Access and Outlook
References





                Available Upon Request
   Permanent Address:


PO Box 5 


Green Ridge, MO 65332


(660) 281-0192








