AMANDA BOONE
2801 E 120th Avenue, APT K-302
Thornton, CO 80233
(717) 275-3597
AmandaBoone27@gmail.com

OBJECTIVE
To become a valuable part of a successful team while providing my skills, knowledge, and abilities to my company of employment and to the community

[bookmark: _GoBack]EDUCATION
Kutztown University of Pennsylvania, Kutztown, PA
Bachelors of Science, Magna Cum Laude
Major: Psychology
GPA: 3.72/4.00
Graduation: August 2013

Harrisburg Area Community College, Harrisburg, PA
Associates of Arts							
Major: Social Sciences	
GPA: 3.73/4.0
Graduation: May 2012

RELATED COURSEWORK
-Human Resources Management
-Business Ethics
-Computer Information Systems      
-Non-Therapeutic Interviewing  
-Psychology (Social, Industrial/Organizational, Experimental)
-Effective Speech
-Human Relationships in Social Environments

SKILLS

Overall: Communication, Interviewing, Technology, Critical Thinking, and Customer Service

Technical: Adobe Captivate, Google Drive, Windows (Vista, XP, and 7), PeopleSoft, Microsoft Word, PowerPoint, Outlook, Excel, TeamworkPM and limited Oracle.

Languages: English, Spanish (limited/intermediate working proficiency)

AWARDS
-Phi Theta Kappa Honor Society Member
-Phi Kappa Phi Honor Society Member
-Psi Chi National Honor Society Member
-Dean’s List (multiple semesters)
-Outstanding Student Award






WORK EXPERIENCE
Kutztown University Small Business Development Center				May 2013-Aug 2013
Kutztown, PA
HR Intern
· Created a new self-guided Intern Orientation Guide
· Created blog posts for the SBDC
· Edited the Intern Hiring Guide

Kutztown University of Pennsylvania Financial Aid Office				May 2012-Aug 2013
Kutztown, PA
Student Worker- Parent Plus Loans
· Created identification numbers for parents/students
· Processed Parent Plus Loans
· Called students and parents regarding their loans
· Filed papers in filing room
· Various other office activities

Cracker Barrel Old Country Store							Jan. 2011-Dec. 2011
Harrisburg, PA
Server
· Various cleaning duties
· Answered phones for take-out orders
· Input orders into MICROS machine
· Provided efficient and superior customer service

Millersville University of Pennsylvania Psychology Office				Aug. 2010-Dec. 2010
Millersville, PA
Student Worker- Clinic Coordinator
· Answered calls and retrieved messages regarding clinic use
· Attended sessions during clinic use
· Prepared recording devices for use in clinics
· Stocked clinics with necessary supplies
· Prepared a schedule of dates, times and names of clinic uses

