	
	Primary/Cell No. :(512)-644-1054
E-mail: Leijosa@gmail.com

	
	


                                Leighanna Hinojosa

	Objective
	Administrative Assistant

	Education
	University of Colorado at Boulder (currently attending)
University of Texas at Austin, Bachelors of Science in Chemistry                          




	Job experience
August 2011- 
May 2012




January 2009-
August 2009
       & 
January 2011-

May 2011


June 2008-
December 2008





January 2008- 
May 2009

January 2007-
August 2007



	
Location: Boulder, CO
Position: Graduate Teaching Assistant (TA)
Job Description: I taught and managed the introduction to chemistry lab as well as the intro. to biochemistry I lecture course at CU Boulder. 
Supervisor: Dr. Susan Hendrickson (303)-492-7239

Location: Austin, TX
Position: Freshmen Research Initiative Lab Mentor and Undergraduate TA
Job Description: I mentor the incoming freshmen in the Virtual Drug Screening Stream of the FRI program. This includes basic lab techniques and protocol as well as knowing computational drug screening programs. 
Supervisor: Dr. Josh Beckham (512)-471 5022


Location: Buda/Austin, TX
Position: Personal Attendant with the Disability Services of the Southwest
Job Description: I coordinated and accompanied a young adult with Autism regarding his work and personal schedules.
Supervisor: Martha Rubio (512)-644-1443

Location: Student Services Building
Position: Student Assistant for Students in Recovery
Job Description: I file and do data entry for the students in the UT Recovery Programs. I help to organize fundraisers and coordinate events on campus. 
Supervisor: Laura Swann  (512)-475-8352

Location: TRC Solutions in Austin, TX
Position: Administrative Assistant
Job Description: I worked for an air emissions testing company where I held receptionist duties such as answering the phone, filing/ cataloguing, data entry, and invoicing.
Supervisor:  Mary Lou Grimes (832)-492-8101


	Volunteer experience
	 (40hrs.) College Volunteer at Brackenridge Hospital

Over 30 hours of community service at: Paws Animal Shelter, Kyle Community Library, and Kyle City Park. 

I also volunteered in an X-ray crystollagraphy lab (Dr. Robertus) for two semesters
 (~10-15 hours/week)

	
	

	Skills
             
	I know basic Linux commands for the programs, GOLD and PyMOl. I know how to use Microsoft excel, office,  powerpoint, and publisher. I have had jobs with data entry and have experience with File Maker Pro. 
English and Spanish proficiency. 

References : Mary Lou Grimes and Martha Rubio


