
Andréa M. Bowman (amaleeg55@gmail.com)
10875 Alyssa Lane, Waldorf, MD  20603
Cell: 202-577-8849; Alternate: 202-630-3732
Education:
Salisbury University, Salisbury, Maryland; Bachelors of Science: Business Management (December 2014)
College of Southern Maryland, La Plata, Maryland; Associate of Business Administration (May 2010)
Westlake High School, Waldorf, Maryland; Diploma (June 2006)
Work Experience:
Licensed Zumba Instructor


Zumba Fitness, LLC

11/2013 to Present

Job duties:

· Teach 1-hour group fitness classes at multiple locations (Kaiser, World Gym, Fitness Motivators, etc.)
· Promote health and wellness.

· Educate about the company and its’ benefits.
· Substitute Zumba classes at World Gym in Mechanicsville, MD.
Office Automation Assistant, GS-0326-05
United States Coast Guard
05/2012 to 08/2012 (summer hire)




Job duties:





· Oversight of the field staff status board and roster.
· Screen, assemble, store and dispose files while retrieving and copying records.
· Assist with event logistics.
· Format and review multiple program manuals and instructions.
Office Automation Assistant, GS-0326-04
United States Coast Guard
05/2009 to 08/2011 (summer hire)
Job duties:

 





· Provide Office administrative support including data processing, file and supply management.
· Provide administrative/computer support for purchase orders, instructions, handbooks, training aids, etc.
· Responsible for Internet research pertaining to the Work-Life Function.
· Inventory Work-Life Program materials and develop a property/equipment list as required.
Assistant Manager



Uncle Roy’s, LLC

02/2005 to 11/2008
Job duties:
· Manage employees works schedule; conduct weekly inventory; reconcile daily tills and provide on-the-job-training as required.  
· Conduct first line interviews for hiring new employees.
· Trained team leaders and team members on providing quality customer service.
· Due to outstanding performance I received a cash award and a pay increase. 
Optometrist Technician



Dr. Rice and Associates

10/2007 to 04/2008

Job duties:

· Scheduling appointments and entering patients’ data into the database, 
· Filing insurance claims with over six different companies, 
· Perform preliminary screening on every patient receiving an examination. 
· Due to outstanding performance, I received a pay increase.  
Job-Related Training Courses:
· Intermediate Excel 2007, July 2009
· Intermediate Word 2007, July 2009
· New Features VISTA and Office 2007, July 2009
· Beginner Project 2007, July 2009

Job-Related Skills:
· Microsoft Office (Word, Excel, PowerPoint, Access, Project)
· Type 90+ words per minute
