Briana Caesara

(510) 289-7394

briana.caesara@colorado.edu
620 Merlin Dr. #307

Lafayette, Co 80026



Education: 

Bachelor of the Arts

University of Colorado at Boulder, December 2012

Major: Geography

Minor: Linguistics

Graduated with Distinction and received Chancellor's Recognition Award

Overall GPA 4.0, Dean's List

· Familiar with ARC GIS

· Practiced at research for Projects & Data Analysis

· Experience with Human Studies and Creating Disaster Scenarios/Assessments

Associate of the Arts 

Berkeley City College, Berkeley CA, May 2008

Graduated as Valedictorian with Highest Honors

Overall GPA 4.0

· MS Word, Excel, OpenOffice

· Proficiency on PCs and Macs

Related Experience: 

Certified Notary Public, Self-employed

Commission earned August 2013

· Acknowledgments, oaths, affirmations, certified copies and other notary duties.

Reference Editorial Intern, ABC-CLIO

Broomfield, CO, (303) 385-1620

June 2013- August 2013

· Updated more than 7,000 entries on online database

· Found and fixed errors on data entries and meta-data

· Researched and contacted authors for biographical information

· Wrote over 100 author biographies linked to their contributions

· Wrote lesson plans and essay questions for teachers

· Proficient with 4D Alexandria v 12 database software


Volunteer Tutor, Family Learning Center

Boulder, CO, (303) 422-8979

Sep 2012- Dec 2012

· Assisted with basic writing and math skills for Elementary School Students of a variety of ages

· Practiced and improved reading skills with English Language Learners

Tax Assistant/Advisor, Self-employed

Feb 2008-Present

· Data entry and organization

· Record-keeping and accounting

· Proficient with Excel and Turbo Tax software

Online Sales on Amazon.com & Ebay, Self-employed

Jan 2007- Present

· Skilled at customer service and satisfaction; have maintained a positive feedback rating for over 1,000 sales and 6 years of business

· Strong organization and ability to meet deadlines 

· Able to keep track of multiple orders simultaneously

· Competent with standard computer software and web browsers 

Camp Counselor, Thunderbird Ranch 

Healdsburg, CA, (707) 433-3729

Summer: 2004-2006 (first year volunteer)

· Managed groups of children from ages 6-15 safely in diverse environments

· Worked both individually and with other counselors to create a fun and educational experience

· Taught a variety of skills including swimming, bicycling, arts & crafts and horseback riding

· Was life-guarding, CPR and first aid certified

Sales of Art/Hand-made Accessories, Self-employed

Sep 2004- Present

· Practiced at face-to-face customer service and interaction

· Adaptability and creativity when completing projects

· Able to multitask and keep track of multiple in-progress items at once

· Focus on intricate detail and precision 

References:

1. Julie Dunbar, Assistant Managing Editor: Geography and World Cultures for ABC-CLIO


email: julie.dunbar@abc-clio.com, phone: (303)-385-1620

2. Elizabeth Johnson, Camp Director at Thunderbird Ranch Summer Camp


email: Alexvalley@aol.com, phone: (707) 433-3729

