 Kassandra ter Beek

Phone: 303-578-2057

Email: kassandra.terbeek@colorado.edu

Qualifications

· Types 70 words per minute

· Proficient at 10 key

· Skilled in Visio, Quickbooks, Lexis Nexis, and Microsoft Suite

· Excellent as building and maintaining professional relationships

· Ability to exercise tact and diplomacy

· Excellent communication skills

Work History

2012 to Present, Boomerang Enterprises, Inc. Assistant

· Package merchandise for shipment

· Report directly to the presidents of the company

· Help assemble merchandise for shipment

· Assist with organization of office 

· Miscellaneous help as needed

· Contact customers with order concerns

· Contact potential customers and dealerships with new merchandise

2012 to Present, Wollrab and Associates, P.C., Legal Assistant

· Answer phones and schedule appointments

· File documents via Lexis Nexis and Boulder courts

· Research law and proceedings

· Transcribe dictation

· Follow up with courts and decisions

· Accounts Receivable and Accounts Payable

· General office management

· Marketing and Social Media maintenance

· Accounts payable and accounts receivable


2010 to Present, Self-Employed, Childcare


· Prepare dinners and meals

· Assist with school work and musical lessons

· Tutor in foreign languages and piano

· Keep children entertained and on a schedule

· Pick up and drive to activities

· Pick up and maintain organization

2009 to 2010, Sale Administrator Assistant, Aero Precision Industries

· Entered Sales Orders

· Created Purchase Orders

· Corrected any discrepancies with incoming orders

· Maintained communication with clients from various countries

· Verified compliance with export and import regulation in accordance to U.S. laws

· Assisted with translation of international correspondence

· Maintained company calendar

· Arranged both domestic and international travel


2008 to 2009, Instructor, Mad Science of the Bay Area

· Taught after school programs to elementary aged students

· Managed a classroom of 10 to 25 students ages ranging from 4 to 11

· Conducted and explained experiments

· Supervised children’s experiments as well as projects

· Developed relationships with school offices and parents

· Was a summer camp counselor


2007-2008,  Administrative Assistant, Sensor Concepts, Inc.

· Greeted and checked in visitors

· Maintained and ordered office and kitchen supplies

· Assisted management in proofing paperwork

· Performed clerical work

· Helped Human Resources in various tasks

· Prepared travel and related itineraries

· Maintained company calendar


2006-2007, Key Holder, Origins

· Opened and closed store

· Managed sales floor

· Motivated and supervised employees

· Performed mini-facials on clients

· Processed shipment and restocked sales floor

· Acted as assistant manager in the absence of one

· Process payroll


Education
2006-2009, Associate’s of Liberal Arts in Social Sciences Ohlone College
2006-2009, Certificate Cultural Anthropology, Ohlone College
2012-2014, B.A. Molecular biology, anthropology, University of Colorado at Boulder


Languages
Fluent in Spanish, Dutch, and English
Ability to read and understand French
Beginning Arabic

Volunteer Experience
2012-Present, Student Advisor, Daily Camera

· Meet with editors of papers to discuss evolution of paper

· Brainstorm ideas to incorporate social media 

· Represent the CU student community 

2012- Present, Denver Museum of Nature and Science

· Help with education programs for the museum

· Help set up different activities for students

· Engage children in science and learning

2008-2010, Tutor and Mentor, Refugee Transitions

· Tutored a student in school work

· Taught basic English skills

· Helped assimilate student to the community

· Participated in various weekend activities


2005-2007, Mentor, Be-A-Mentor

· Mentored an at-risk student

· Tutored with homework

· Assisted with questions pertaining to college

· Counseled student

· Took student to activities


Computer Skills
Has basic HTML and CSS skills
Has beginning Java skills
Has advanced Google Apps skills
Has basic Quick Books skills

References
Malinda Mosholder
Colleague, Mentee, Legal work
(814) 521-8421

Chris Knepper
Colleague, Aero Precision Industries
(925) 321-4331

Jessica Fischer
Employer, child care and Boomerang Enterprises
(303) 250-4980


Jaime Gadbois
Client
(720) 472-1801

