Career Services Front Desk Associate, Champlain College, Burlington, VT 
9/08 - 5/09, 10 hrs/wk
· Promoted to Technical Assistant after six months due to hard work and proven ability.

· Serve as primary point of contact for students, alumni, and business recruiters.

· Trusted to manage the office alone daily; constantly relied upon to assist advisors with personal projects.

· Used Adobe products to create and coordinate all marketing materials for campus-wide Graduate School Fair, Grad Chat, Career Services Logo, and the annual Job Fair. These included student communications and mailing materials.  

· Created career campaign bulletin boards each semester for four locations around campus.

· Tracked evaluations and assessment results using both Microsoft Excel and Access database systems.

 Champlain College, Burlington, VT
Phonathon Ambassador                             
January - March 2008, 5 hrs/wk
· Developed communications and public relations skills during three-month participation in College fundraising effort.

· Informed alumni and friends of the College about options for making donations to the Annual Support-a-Student Campaign and actively solicited contributions.

· Received special recognition at the end of the campaign with a College commendation and pay bonus for excellent attendance and for achieving the highest number of individual donations.
Mama Leone’s Restaurant, Burlington, VT

Server                                                                        
6/07 - present

· Provide prompt and courteous service to patrons of an upscale Italian restaurant, named by Seven Days as Burlington’s best place to dine three years in a row.

· Successfully balance five to seven tables per shift and provide back-up to fellow servers.

· Quickly learned the restaurant’s proprietary point-of-sale software and train new hires on its use.

· Recognized by customers for exceptional service; frequently requested by name when patrons book reservations.
Private Tutor (7th grade student), Johnson Family, Burlington, VT                    1/06-5/06, 9/07-05/08 PT     

· Provided academic assistance in math (multiplication, division, word problems, algebra) and science concepts.

· Assessed child’s progress using observations, anecdotal notes, and running records and provided ongoing feedback to the parents
· Aided in the development of self-confidence through positive reinforcement and responsive classroom skills
· As a result of consistent tutoring and support, the student improved her study skills and academic performance and achieved Student of the Month.

