Chrystyna Banks

	Professional Experience:

Temporary Clerk: Internal Revenue Service, Austin TX, April-May 2012.

Secondary mail sort federal tax returns, both personal and business, by form type and category; duties included perfecting documents for scanning (removing staples, fixing tears in forms); high-level security clearance required

Team Trainer, Jewelry and Accessories Brand Specialist with increasing responsibilities: Target Arboretum, Austin TX, July 2009 – Present.  

Responsible for technical orientation of new team members, designing and staging product displays, sales and customer service, sales tracking, maintaining stock levels. Backup receptionist and cashier.

English Teacher: Xing’An Middle School of Guilin, Guang Xi, China, September 2008 – February 2009.  

Teach English as a second language to middle and high school students including speaking and listening skills, geography, history and customs of the United States. Solo and team teaching. Create lesson plans, coach native Chinese teachers of English, converse with Chinese citizens at “English Corner” events.

Administrative Assistant and Lead Worker with increasing responsibilities: Art Department, Metropolitan State College of Denver, January 2004 – August 2008.

Academic advising, work-study trainer, co-write work-study training manual; create and maintain student records databases in Excel; create and maintain student records filing system; access Banner system for confidential student and faculty records and contact information; assist with events preparation and management; maintain office supplies inventory; appointment scheduling; create e-mail and postal correspondence addressed to faculty, staff and students; reception and general office assistant; multi-line telephones; other routine office duties.

Office and Production Assistant: Theatre Department, Metropolitan State College of Denver,

January 2002 – December 2003. 

Assist with events preparation and management; create a filing system for stage properties; assist in building and painting set pieces and seating platforms and moving furniture; assist costume designer, including organizing fabrics, costume construction and maintenance; prepare bulk mailings; telephone receptionist.
	Education:

Bachelor of Arts, Individualized Degree Program, East Asian Studies, Music and Visual Art minors, Metropolitan State College of Denver, May 2008
Anthropological Field School, Metropolitan State College: 
· Ute Mountain Ute Reservation and Animas La Plata Archaeological Project, 2006

· Ethnography: Tri-State Denver Buddhist Temple, 2006

Additional anthropological coursework:

The University of Texas at Austin, 2011-2012

College coursework includes: 

Japanese, Mandarin Chinese, Spanish, French languages

Honors & Memberships:

Metropolitan State College of Denver

· Dean’s Letter of Commendation from Joan Foster Dean of Letters, Arts and Sciences, 2007
· Winner, Video Art II Student Competition, 2008

· Concert and Symphonic Bands

· Black Belt, Taekwondo, 2008

· Auraria Campus Taekwondo Club, coach and student

Clerical & Computer Proficiency:

· Macintosh and Windows operating systems

· Microsoft Word, Excel, Entourage, Internet, Oracle

Final Cut Pro, Adobe Creative Suite

Personal Interests

· Trumpet, piano, singing

· Asian art, culture, and language

· Video art, photography, drawing, sculpture, painting
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