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EDUCATION

Syracuse University, Syracuse, NY

Bachelor’s Degree in Political Science

Class of 2007

GPA 3.0

 

WORK EXPERIENCE


Data Entry/Administrative Assistant, The Jenex Companies, Denver, CO (Winter-Fall 2011)


· Entered Crude Oil Driver Run Ticket Information into Microsoft Excel daily. Tracked their   
barrels, mileage and made sure there was no missing information on the tickets.

· Assisted the Personnel Manager with Human Resource related paperwork and filing.  

· Created maps of each lease we hauled for the drivers.

· Prepare, edit and create different letters, mailings, memo’s, press releases and emails for the 
President/Owner.

· Assist the President/Owner in processing expense and staff reports, making travel arrangements, 
managing weekly/monthly calendar, arranging meetings and conference calls, setting up 

conventions, meetings and events.

· Assisted with other related clerical duties such as photocopying, faxing, filing, collating, 

answering the phones, greeting guests, etc.  

· In charge of ordering all office supplies and maintaining all contracts/pricing with our vendors. 

Executive Assistant to the Founder, Homecare Software Solutions LLC, Brooklyn, NY (Fall-Winter 2009)

 

· Increased 75% of company revenue from clients

· Managed and organized company’s financials and documents increasing efficiency

· Using Quick Books, reconciled company account and deposited client payments

· Using Quick Books, created billing invoices for 50+ clients each month

· Created a “discontinuation timeline” for delinquent clients; helped to bring in remaining 30% delinquent company revenue.

 

Listing Database Manager, Platinum Properties, New York, NY (Fall 2007-Spring 2009)

 

· Updated the company’s hundreds of rental and sales listings via database daily to aid rental agents in find the right apartment for their clients

· Advised over 30 agents on their rental/sales deals with various clients

· Maintained relationships with building managers and leasing agents of


     residential luxury buildings through New York City

· Compiled information for the Financial District neighborhood market reports

· Heavy phone and email correspondence, photo-copying, running errands, heavy typing (CEO only)

 

Information Technology Assistant, Syracuse Stage, Syracuse, NY (Spring 2007)

 

· Merged and updated hundreds of ticket subscription accounts using ProVenue

· Updated the number of ticket sales by group using ProVenue

 

Student Center Building Manager, Syracuse University, Syracuse, NY (Fall 2005-Spring 2006)

 

· Responsible for managing day-to-day building operations of Schine


    and Goldstein Student Centers

· Required to know: building layout, equipment location and function, university policies and daily event schedules

· Set-up, prepared rooms for various events and meetings

· Duties included: problem solving, supervising, security overseeing,


    act as resource/information person

 

EXTRACURRICULAR/VOLUNTEER EXPERIENCE

 

Hagedorn Family Resource Center, Volunteer, Hempstead, NY (Summer 2007)

 

· Volunteered with the Summer Camp Program

· Interacted with the children by playing games, supervising and teaching

· Served as a positive role model for the disadvantaged children from the neighborhood of Hempstead

 

 

MISC. EXPERIENCE & SKILLS

· High Computer IQ: Macs, PCs, Word, Excel, Photo Shop, Quick Books, 65 wpm

· “Sponge-like” learner; experienced in Sales, Office/Building Management, Retail, Restaurant, Bookkeeping, Data Entry, Database Management and Customer Service

 

 

 

