Tierra Day
815 Perry Street Apt 110
Richmond, VA 23224
 703-647-0219
tierra_day@yahoo.com

EDUCATION
2008 - Present, Virginia State University



Bachelor of Arts: Mass Communication
Graduation: May 2012
May 2008, Garfield High School 



Advanced Studies Diploma GPA- 3.1
EXPERIENCE
01/12-present

Office Automation Assistant Intern, Equal Employment Opportunity Commission 


      -
Assist with processing, maintaining, opening and closing equal employment cases
· Follow up with the charging parties and the respondent parties
· 
Determining whether or not the equal employment cases are valid
· 
Sitting in on interviews with complainants 
08/11-12/11

Medicare Benefit Specialist, Vangent, Inc.
· 
Assist Medicare Beneficiaries via telephone

· 
Using Next Generation Desktop (NGD) database to research beneficiaries personal information and supply information on the health care services Medicare Part A,B,C &D
· 
Providing patience and excellent customer service to elderly and ill clients
06/10- 08/10                Administrative Assistant Intern, American Systems 

·  Telephone receptionist duties
· Organizing and maintaining office documents
· Revising resume’s for potential employees
· Supply ordering though Purchase Requisitions
· Distribution of packages, mail and faxes
06/09 – 01/10

Sales Associate, Charlotte Russe
· Knowledgeable of retail procurement and distribution methods, commercial retail store management techniques and practices
· Simultaneously performed check-out duties with acceptable speed and accuracy
· Was knowledgeable of current prices of stock items in order to determine whether prices that were marked on items were correct and/or referenced to price lists when necessary
· Reconciled the cash register with cash receipts or with charge entries
· Explained price changes/refunds or referred matters to the supervisor
· Trained new Sales Associates in cashier procedures
LEADERSHIP
Dance Team at Garfield High School – Lettered 2005, Honorary Pen – 2006




Varsity Cheerleading 2007 – 2008
                                            Member of Alpha Kappa Alpha Sorority, Incorporated 2010- present 
SKILLS                     Computer Informational Systems 
              Microsoft Office 2007, Microsoft Word, Power Point, Excel
