Amy Gilbert

289 Plain Street, Millis, MA  02054
508-577-5154    

ALG220@gmail.com
Education:
Bachelor of Arts, Psychology - 2008, UMass, Boston
Spring 2007:  Study-Abroad in London, England, Richmond University
Dean’s List, University of Massachusetts, Boston, MA, Junior and Senior years


Franklin High School, Franklin, MA 2004 Graduate
Experience:   Boston Scientific Corporation, Marlborough, MA  October 2009 – Present 

· Credentialing Associate – Contract position with the Office of Representative Credentialing.  Duties include responding to requests from sales representatives, hospitals, and third party credentialing agencies regarding hospital policies, and background screenings and product trainings for the sales representatives.  Assisting in testing new database for functionality.  Responsible for other administrative duties as needed within the Corporate Sales office.
Private Tutor, Franklin, MA April 2009 – October 2009
· Tutor – Provide educational assistance to school-age American children.

Kaplan Aspect, Dean College, Franklin, MA   June 2008- March 2009 and 5/07 – 1/08
· Administrative Assistant/ESL–Intensive English Program – Permanent employee with time off in 2008 to finish undergraduate studies. Duties included processing records for incoming international students, organizing orientations, and leading campus tours for the new students. Provided administrative support such as handling incoming telephone calls and correspondence.  Proctored and graded student placement exams. Responsible during the busy summer session for student housing needs and providing additional support to teaching staff.  Taught ESL classes for one week during the overscheduled summer session. Assisted with planning and coordinating activities. Communicated with host families as well as with the diverse student population.                     
FLS, International, Dean College, Franklin, MA  Summer 2005 and 2006 

· ESL Assistant -- Provided activity assistance and administrative support during the heavy summer enrollment at the Intensive English Program.  Duties included filing, photocopying, handling incoming telephone calls, arranging rides and handling activity-related needs. Led student campus tours, answered questions, provided support for international students.  
CVS, Rt. 109, Medway, MA  02055 - October 2003- October 2006
· Sales Associate -- Part-time position during high school and college breaks.  Responsibilities included serving customers, working as a cashier, balancing the cash drawer at the end of shift.  Contributed to the teamwork necessary for maintaining inventory and the store’s day-to-day appearance. Developed interpersonal skills. 

Ralph Lauren Polo, Wrentham, MA - April 2002 - July 2003

· Sales Associate -- Part-time position during high school.  Duties included assisting customers, maintaining clothing shelves and displays, and working at the cash register.  Responsible for correct dollar amounts at end of shift and for reporting sales volume to management.  High level of customer service in a fast-paced outlet store.
Strengths: 
Ability to work independently or as part of a team, excellent communication skills, ability to prioritize and multi-task, good problem-solving skills, and artistic ability.  Computer skills: Microsoft Word, Power Point, and Adobe Photo Shop.  Spanish-5 years, French-1 year.
