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Javier Solis

Nationality: American

Age: 24

Objective                        To obtain a position as an English teacher in South Korea where I can develop my        
                                         skills as a teacher and learn about the culture.    
Education
December 2012

East Carolina University College of Business, Greenville, NC Bachelor of Science in Business Administration, Management 
May 2010
Johnston Community College, Smithfield, NC


Associates of Arts in Business Administration 

Related Experience

January 2012-
Boys & Girls Club, Greenville, NC
April 2012                     Activities Assistant (Ages 5-11)

· Coordinate daily kids’ activities
· Performed tutoring duties
· Assisted with homework assignments
· Acted as a mentor & role model for kids
Work Experience
Sept. 2010-
Solis Restoration & Refinishing, Raleigh, NC
Present
Administrative Assistant
· Provide customer service
· Organize meetings 
· Responsible for scheduling appointments with clients
· Maintain records, reports and files related to services provided
June 2008-
Accurate Machine & Tool, Raleigh, NC
Aug. 2010
Machinist
· Operated a variety of CNC machinery 
· Used precision measuring tools and equipment
· Maintained a record of material and finished product inventory
· Responsible for analyzing blueprints, drawings and sample parts
Awards / Activities

Dean’s List (2008,2010,2012), Parks & Rec Soccer Coach Volunteer (Age 8), Society for Advancement of Management member, Food Bank of Central & Eastern North Carolina Volunteer, DSLR Photography
Computer Skills
Proficient in Word, PowerPoint, Excel, Outlook, Adobe Lightroom 4
