Lizbeth Casas-Ruelas
1250 5th AVE. APT 1710, Chula Vista CA, 91911
(619) 339 8455•  lizc_35@hotmail.com

Objective	
To obtain a position as Administrative Assistant  in order to maximize my knowledge of financial operations and business practices, as well as to contribute with the company’s goals and mission. 
Education                                   
Bachelor of Arts in International Business             Ranked nationally 11th by U.S News and World Report 2013
                  With an emphasis in French and North America,                                                    
                  San Diego State University, California USA                                   (August 2014)
                                       
Major Coursework
	· Computer Information processing 
· Management Information System
· International Business Strategy & Integration
· Multinational Business Finance
· Marketing Research
· Consumer Behavior 
	· Programming for Business Application 
· Global Marketing Strategy 
· Management & Organizational Behavior
· Business Administration/ Calculus for business
· Business law-legal environment
· Managerial Accounting 




Related Experience

Otay Mesa Chamber of Commerce, Otay Mesa, CA                                                                                               
Intern                                                                                                                  

· Accounting Support / Event Planning Support
· Office / Administrative Support
· Prepare certificate of origin and process purchase orders
· Design and conduct a salary survey
· Maintain and update company’s social media outlets and contact database system
· Maintain and develop positive business relationships with members, customers, and staff
· Communicate with current and prospective members to answer questions and promote Chamber’s services

Skills
· Easy to adapt to changing environment
· Data analysis with keen attention to detail
· Language: Native Speaker of Spanish, advanced English, advanced French
· Proficient using Microsoft Word, Excel, PowerPoint, Visual Basics


Volunteer Experience
· Tutor for an Elementary School- Tijuana, B.C
·      Help students with math and reading assignments
· Orphanage Youth Coordinator -  Casa de Los Niños, Tijuana, B.C 
· Overview youth activities
· Coordinate food, clothing and toy drives
· Responsible for childcare
