Anna Harry
	4641 Portside Way
	            (919) 244-6856

	Boulder, Colorado      80301
	   aeharry@gmail.com


OBJECTIVE

     

    
 To support an administrative department by offering an extraordinarily strong and independent work ethic and a commitment to organizational detail coupled with communication and public service skills developed through academic excellence and over three years of experience in university and education administration.

EDUCATION

     

  
     B.A. –   Psychology Major,  Sociology Minor





December 2006

 
       North Carolina State University – Raleigh, NC

 EXPERIENCE


   Customer Service Sales Representative - March 2011 –  present
       Gunbarrel Green Liquor – Boulder, CO
· Maintain inventory and assist a wide variety of customers with various requests regarding wine, liquors, and craft brews.
· Support a family owned and operated business with a small, closely knit staff by processing deliveries, stocking inventory, monitoring inventory levels and alerting the owner when his inventory items run low and maintaining the cleanliness of the shop. 
· Learn and gain education regarding wine and liquor and beers, brewers, vintners, and distilleries, and effectively relay newly gained knowledge to consumers who may have been shopping with Gunbarrel Green since the 1960’s.
     Program Assistant I  - August 2008 –  January 2011
        Academic Advising Center, College of Arts and Sciences, University of Colorado – Boulder, CO
· Assisted the Director of Advising & Assistant Dean, 4 Associate Directors, and an Assistant Director.
· Regularly assisted in making travel arrangements and conference registrations for Director/Assistant Dean and 4Associate Directors. 
· Habitually updated list-servs both unit-wide for the unit and nation-wide for Director’s membership role in national organization. 
· Continuously facilitated communication of information within the unit and across campus departments. 
· Operated with grace and aplomb as the primary initial contact person for parents, students, faculty, and administration regarding unique problems or concerns, usually escalated or urgent in nature; served as wonderful resource for accurate, reliable referrals.
· Supported 18,000 Arts & Sciences students by maintaining data bases for processing and logging of appeals/petitions and by maintaining data base systems with confidential records concerning statements from Judicial Affairs, Honor Code.
· Managed the Director/Assistant Dean’s office work to ensure cost effective, efficient, and consistent flow of work being completed.  
· Coordinated mass mailings for A&S students such as probation, dismissal, graduation status, orientation, and courtesy notifications. 
· Trained as back-up internal Human Resources coordinator for unit;  very well-trained in FERPA privacy laws. 
· Building Proctor, Travel Coordinator and Key Liasion.
       Administrative Assistant II - January 2008 – August 2008
          Department of Economics, University of Colorado – Boulder, CO

      

· Receptionist, Assistant Building Proctor, and Key Liaison for the Department and support staff for all faculty, staff and departmental needs such as supply stocking and maintaining A-Card transaction records, managing drop/add process, deadlines, special action and change of grade forms, and other University forms maintain student records. 

· Effectively trained and supervised three wonderful Student Employees. 

       Administration and Office Managing - June 2007 – January  2008
         Sensorimotor Psychotherapy Institute – Boulder, CO
 
         

     

· Supported Executive staff while managing  daily operations of office; implemented recycling program for office, answered multi-line phone, ensured office remained well-stocked, performed all shipping and receiving.

· Developed systems for young company to increase efficiency; DVD Library borrowing system, online postage system, stock ordering, training schedule calendar.
· Developed, drafted, finalized and published first monthly Newsletter
      Three Springs of North Carolina Rehabilitative Counselor 
- December 2006 – May 2007     
        Outdoor Therapy Program – Pittsboro, NC


          

 
· Facilitated 13-17 year old boys’ behavioral rehabilitation through intensive outdoor therapy and group processing, recorded each boy’s daily progression/regression in HRI note form to fulfill MedicAid standards and expectations, and continuously communicated with co-counselors, doctors, family social workers, and counseling supervisors to effectively and thoroughly care for the residents.
     University Medical Records Office Staff  - August 2004 – December 2006
        North Carolina State University – Raleigh, NC

· Supported the University’s Student Health Center through management of patients’ confidential medical records, appointments, and immunization documents through diligently tracking and returning charts promptly.
