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Business Administration

Qualifications

	Excel at administration 
Proficient in Microsoft Office
	Educated in QuickBooks, intermediate level
	Capabilities in accounting and finance 
	Management knowledgeable
	Excellent in interpersonal skills
	Effective in payroll and managerial accounting
	Internet commerce learned
	Ability to work in a team environment as well as individually
	Problem resolution experienced
	Calendar management and agenda construction skills
	Multitask efficiently
	Advertising and marketing principles literate
	Human resource management conversant
	Efficient in database use 
	High level of work ethic
	Strong document writing skills
	Ability and desire to learn and grow within the industry
	Investment principles grounded

Education:

Bachelors of Science in Business Administration 	 		May 2014
California College San Diego

Work Experience:

Administrative 		United States Navy 			March 2007 – March 2011
Administrative Office: Typed letters for Commanding Officer and managed his calendar, basic office administration duties, multitasking with efficiency via phone and computer. 
Medical Office: Organized and filed over 200 medical records, answered phones, ordered medical supplies and kept office regulated and clean. Utilized Microsoft Office. Minimal use of QuickBooks.



