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Production Assistant, Finance Assistant, Law Intern
	
	• Effective Time Management   • Knowledge of Microsoft Office
	• Operational Excellence           • Self-Motivated
	• Fundraising Capabilities 	• Identify Process Improvements 

OVERVIEW
Experience as a Production Assistant with proven success in operational excellence and effective time management skills when executing a planned event. Achieved success in campaign work as a Finance Assistant by being detail oriented and using good communication skills in order to gain political support. A skilled legal secretary, adept at conducting research and keeping information organized with different computer programming. Builder as well as team player; a lifetime student who is motivated to succeed as a post college graduate. 
EXPERIENCE

City of Flagstaff, City Attorney’s Office Flagstaff, AZ 2013

Civil Law Intern
· Conducted research needed mainly pertaining to the ownership of land within the city.
· Organized records of leases, deeds and affidavits gathered at the city recorder’s office.
· Witnessed actions taken at the City Prosecutor’s office and the methods taken after judgment was made.

Ann Kirkpatrick for Arizona Flagstaff, AZ 2012 – 2013

Finance Assistant 
· Conducted donor research through different political databases 
· Reached out to voters by making calls or direct contact
· Planned fundraisers in order to increase monetary donations 
· Implemented new strategies that increased cost- effectiveness 
· Maintained financial records through programs such as Microsoft Excel

NAU, Physical Education Service Department Flagstaff, AZ 2011-2012

Northern Arizona University, PES department administrative assistant 
· Organized NAU physical education classes 
· Completed informational documents for campus viewing on the main PES website
· In charge of running office operations when boss was not present 
· Accepted and managed payments for class fees 


Mountain Sports Flagstaff, AZ. 2002 - 2004

Sales Associate 
1. Sold and organized Patagonia merchandise
1. Studied effective marketing methods 
1. Cashier for sold goods 


Patina Floral Design and Event Planning Orcas Island, WA. 2010

Event Production Assistant 
· Helped produce weddings on Orcas Island, WA
· Attributed to successful events due to effective time management skills



EDUCATION

B.S., Political Science, Northern Arizona University, Flagstaff, AZ.2013
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