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OBJECTIVE

Acquire a professional career to apply my organizational, detailed-oriented, & innovative skills.


EDUCATION  
October 2012- Present                Colorado Technical University-Online

                                                                                                                                                  •     Master of Business Administration- Entrepreneurship
 August 2005- August 2009        Virginia Commonwealth University
                ·        Bachelor of Science in Psychology
                    ·        Bachelor of Arts in Women’s Studies


INTERSHIPS

September 2005                    Service Learning Center (Richmond, Virginia)

                                                       ·        Special education assistant for autistic children 


WORK EXPERIENCE                           
August 2011
-May 2013       Career Education Corporation (Schaumburg, Illinois): Student Finance Processor
                                        •      Allocating TIV funds to corresponding accounts
                                        •      Provided accuracy on ledger disbursements 

                                        •      Maintained top-tiered quality assurance

                                        •      Created Excel reports and Power Point presentations

                                        •       Training implementations with slide show presentations/shadowing

                                        •       Implemented strategic outlooks within organizational development

                                        •       Quick execution with communication or general task

                                        •       Great with Microsoft Outlook, Scheduled Meetings, Conferences etc.
December 2009-                 

August 2011             Sequel TSI (Des Plaines, Illinois): Residential Counselor
                                        •    Assisting children with autism & other mental disorders 

                                        •    TCI certified, Assess coping skills, & Well aware of HIPAA conduct

                                        •    School assistant with a certified paraprofessional

                                        •    Light Admissions and Administrative duties
September 2008 – 

December 2008        Progressive Future (Richmond, Virginia): Canvasser 
                                        ·        Strong interest in Grassroots organization/issues

                                        ·        Worked with voter’s registration process 

                                        ·        Assisted with 2008 election entry database



REFERENCES           Available upon request
