Sha’Quon Wake

Current Address:
                                                                              Permanent Address:      

128 Mildred St. S.W. Unit #421A                                                      827 Park Avenue West #205
Atlanta, GA 30314






Denver, CO 80205
720-309-6969

shaquon.wake@students.cau.edu



EDUCATION                     Clark Atlanta University


Atlanta, GA


                                              Candidate for Bachelor of Arts, Accounting, May 2015
        

                                              Candidate for Masters of Arts, Accounting, May 2016



          Minor: Financial Planning GPA: 3.57 / 4.0
EXPERIENCE
          The Department of the Interior

          
Denver, CO

Jul. 2009 – Aug. 2011         Office Automation Clerk

· Generated copies of documents for Human Resources personnel
· Provided assistance to all Human Resources Specialists and Assistants with any given task
· Maintained the Official Personnel Folders of all the agency’s employees
· Prepared over a 1,000 Official Personnel Folders to be processed in the electronic Official Personnel Folder database prior to initial deadline
May 2008 – Aug. 2011       Cleaves C.M.E Memorial Food & Clothing

Denver, CO




          Volunteer

· Recorded information of recipients of prepared grocery bags
· Organized and displayed clothing and hygienic products for customers to receive
· Provided customer service to staff members as well as the customers who were served
· Prepared over 160 grocery bags a month for less fortunate families
ORGANIZATION 
          ( Dean’s List 2011-12



Dec. 2011 – Present

& HONORS

          ( CAU Global Leadership Academy

Sep. 2011 – Present
   


          ( Target Leadership Series


Jan. 2012 – May 2013
( Goodwill Earn n Learn Program 

July 2009 – Aug 2011

( 2011 Debutante, Owl Club of Denver
SPECIAL SKILLS
All phases of Microsoft Office: Access, Excel, PowerPoint, Word; 

Experience with electronic Official Personnel Folder (eOPF) database: Intermediate to Advanced.
