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12134 Vista Terrace Apt# 213
San Diego, CA 92122











 Permanent
167 Tango Road

Los Gatos, CA 95032

Education

        

High School Diploma, June 2002

Los Gatos High School

3.72 Cumulative GPA on a 4.0 Scale
Current College Sophomore, Projected Graduation 2010

Major: Writing/Literature; Minor Psychology

University of California, San Diego

3.35 GPA on a 4.0 scale

3.63 Major GPA on a 4.0 scale
Paid Experience

· Administrative Assistant, ARK Apprenticeship, October 2006 to present
· Managed phones.
· Produced and proofread correspondence, including fliers, letters, advertisements, and news blurbs.
· Assisted clients with questions and paperwork.
· Maintained and updated apprentice files, organized them by three categories.
· Created a database of over 1,000 apprentice.
· Created user guide for new software.
· Managed and ordered office supplies and business cards for entire San Diego staff.
· Assisted with coordination of the annual California Conference on Apprenticeship.
· Created detailed report of apprentice class attendance for local community colleges on a monthly basis.
· Organized notebooks of JAC Committee meetings for a period of approximately 5 years in 3 counties.
· Graphic Designer, Content Writer, and Webmaster, http://www.laughingwhale.net, April 2005 to March 2006
· Designed and created the website layout using Photoshop 7.0, Image Ready, and HTML coding.
· Created Paypal shopping cart.
· Managed website, including deletion of unnecessary or outdated pages, updating, image editing, and database organization
· Oversaw and transacted all online sales.
· Completed all online customer assistance.
· Office Depot, January 2004 – April 2005
· General customer service – answered questions, helped customers find items, etc.

· Ran cash register

· Worked in Copy/Print Center

· Answered phones

· Stocked inventory

Extracurricular Activities

John Muir House Advisor Selection Committee: Member 1 year
Muir Musical Stage Crew: Member 1 year
John Muir Welcome Week Committee: Member 1 year
Interact Community Service Club: Treasurer 1 year, Member 3 years
California Scholarship Federation: Member 3 years
National Honor Society: Member 4 years

Computer Skills

Accessories

Digital camera, Scanner, CD/DVD burner

Internet
Email, Web design, Google and Yahoo! searches, Social Networking, Forum posting, Blogging: Wordpress, Blogger, Xanga, LiveJournal, Paypal

Languages and Software

HTML, CSS, Word, Outlook, Excel, Explorer, Firefox, Netscape, Photoshop, Image Ready, Sony Vegas Movie Studio + DVD


