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	Objective

Seeking fulltime position teaching Secondary History/Social Studies/English Language Arts in a diverse public school.
	Experience

Receptionist/Administrative Assistant 

CCS Digital, Inc.
March 2010 – Current

· Primary Receptionist, answering calls and greeting customers and vendors.

· Assisted accounting in various tasks including filing, receiving invoices, and closing out purchase orders and job orders

· Handled all outgoing and incoming USPS mail

QA Tester

Nintendo of America 

(Parker Staffing Services)

June 2009 – March 2010

· Analytical thinking

· Descriptive and detailed writing skills

· Identifying and reporting accurately and in concise detail, inconsistencies and errors in the product

· Provided Italian to English translation support for European game text checking

Funds Verification

Money Tree

(Molly Brown Temps)

November 2008 – March 2009

· File Maintenance

· Verified customer account information and funds availability

· Delivered to banks and received in checks that were able to be cashed

Peer Advisor Student Information

USAC-University Studies Abroad Consortium

May 2007 – May 2008

· Update and edit student information documents

· Handle phones and walk-ins, providing up to date program site information

· Research and provide students with new program site specific information

· Conducted break-out sessions for students studying abroad to gain new insight and information concerning their program site

· Handled treasurer duties for the USAC Alumni Club including arranging and acquiring student council funds for USAC events

	Skills and Accomplishments
· Superior communication skills when dealing with customers, co-workers and employees. Both verbal and written skills are strong.

· Well-organized and highly efficient in working in a multi-tasking, dynamic environment.

· Knowledgeable and experienced in administrative and customer service.

· Conversational Italian

· Dean’s List, University of Nevada, Reno, 

(2004-08)

· USAC Alumni Club Treasurer (2007-08) 

· Girl Scout for twelve years, (1994-04)

· Nevada Scholar and Millennium Scholarship awards, (2004-08) 
· 
	

	Education
Master’s in Arts in Teaching (MAT), Summer 2013 

Seattle Pacific University, Seattle, WA

Washington State residency Teaching Certification

Secondary English Language Arts/Social Studies Endorsement 

Bachelor of Liberal Arts, Art History, June 2008
University of Nevada, Reno, NV
Minor in Italian Studies

GPA 3.6

Studied abroad in Italy with USAC (University Studies Abroad Consortium), Fall 2006
	

	References

Provided on request.
	



