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9725 Lafayette Ave

Manassas, Virginia USA 20109

703.507.6946
dechicasgarcia@gmail.com
PROFILE

      ( Have the ability to multi-task and meet deadlines under pressure

      ( Excellent organization skills, detail oriented and a fast learner

      ( Knowledge of computer software systems and programs such as: 

QuickBooks Pro 2005, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, 

Microsoft Works, Microsoft Outlook, Adobe Acrobat Writer, Windows 98, 

WordPerfect, and iMIS.

      ( Confident with Internet

      ( Wonderful with children

      ( Fluent in Spanish

EDUCATION
   George Mason University


  


Graduated, May 2008

    4400 University Drive, Fairfax, Virginia USA 22030

    B.A. Foreign Languages

    B.A. Government and International Relations

   South Lakes High School
  


      
           Graduated, June 2003

   11400 South Lakes Drive, Reston, Virginia USA 20191 

   Courses taken included: Office Administration, Accounting, and IB Spanish 2.

EXPERIENCE

Manassas Battlefield Youth Lacrosse



     January 2008 – June 2008

Manassas, VA 

Duties included: Coaching the U-13 girls lacrosse team, teaching the fundamentals and rules of the sport, as well as good sportsmanship. 

Hitec Information & Technologies Inc.


     July 2005 – October 2007

4455 Brookfield Corporate Drive, Suite #108, Chantilly, VA 20151

Duties included: Answering, screening and directing calls. In charge of processing, recording, reporting, and filing accounts payable and accounts receivables. Responsible for acquiring, recording, and processing payroll information for employees, and invoices for client companies. Maintaining relations with clients and employees and assisting with inquiries
Healthcare Distribution Management Association

                July 2004 – June 2005

901 N. Glebe Road, Arlington, VA 22203

Duties included: Providing customer service to membership inquiries, mailing information packets or other mass mailings, and processing member applications in accordance with HDMA guidelines. Managing the awards program by creating timelines and dispersing responsibilities to other departments, such as working with marketing department to develop program brochures along with weekly articles for e-newsletter, and updating website with current award information. Worked with accounting department to ensure accurate membership dues and sponsorships were processed, notified clients of late fees, generated renewal notices and termination letters. Assisted the meetings department with logistics of offsite conferences.

Babysitter





         September 2001 – March 2003

Reston, VA

Duties Included: Caring for children of different families, ages ranging from 1 year to 10 years old. 

Mario’s Painting Service, Inc. 



        
   March 2000 - August 2001

Duties Included: Answering phone calls and scheduling appointments; copying and faxing documents; setting up appointments, typing invoices and estimates; as well as other administrative tasks.

ACTIVITIES


( Member of Pi Sigma Alpha
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