Rhiannon Clardy
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Objective

A full-time teaching position that challenges my current knowledge of the English language while expanding upon my skills as an excellent communicator, organizational tendencies, and desire to help and enrich the lives of others.
 

Education

Master of Business Administration - 21 hours completed

Baker University, School of Professional and Graduate Studies

Overall GPA: 4.0

Bachelor of Science in Business Administration, major in Finance

Central Missouri State University - December 2005

Overall GPA: 3.29

 

Experience

State Street,  Kansas City, MO, USA


December 2005 – Present Day


Portfolio Administrator, Associate II

· Provided custody work in mutual funds under the client Pacific Investment Management Company (PIMCO)
· Reconciled trades daily with investment manager to ensure all trades were booked correctly and in a timely manner

· Took additional responsibilities, such as running group reports, covered work loads for absent members, and implementing new procedures for a better workforce whenever needed 
· Provided 2 week training sessions for new employees in order to prepare them for their daily workload; this includes teaching them how to operate programs, sitting with them while they performed their duties, and provided feedback with additional support after their training session was over
Central Missouri State University Bookstore,  Warrensburg, MO, USA

April 2002 – December 2005

Accounting Clerk

· Prepared payments to vendors that included assigning budget codes, requesting vendor numbers from Accounts Payable, and confirming accurate delivery

· Processed over 200 invoices a week during peak time

· Cooperates with Director to prepare and manage monthly budgets, along with fiscal year close and the subsequent audit

· Contacted vendors regarding open invoices and credits to reconcile statement of accounts

· Interacted with customers and assisted in customer service through cashiering as needed

Walt Disney World College Program Internship, Orlando, FL, USA

January 2003 - May 2003


Merchandise Hostess

· Worked in merchandising in the 2nd largest store on the property with revenues of $100,000 daily

· Learned customer relation skills to enrich their experience while increasing sales

· Gained an extraordinary amount of interpersonal skills, both on the job and personally 
William Woods University Summer Camp for Gifted Children, Fulton, MO, USA

July 1999 – 3 weeks

Junior Resident Assistant
· Monitored over games, crafts, and projects that the students performed while in class and in the evenings
· Assisted teachers by running errands and lending a hand in the classroom as needed

· Contributed ideas to help the summer camp run smoother and more efficiently
 

 Awards, Activities, & Honors
Proficient in Microsoft Word, Excel, PowerPoint, and Access

Volunteered through State Street to help the local community, including serving food to the homeless, building 

homes with Habitat for Humanity, and helping with gifts during the holiday season at City Union Mission

Traveled to 6 countries in Europe in 16 days for an international business course, May 2005

University Scholars Award through Central Missouri State University

