

NAME
Address | Phone | Email 


Core Skills & Competencies

	( Branding
( Social Media
( Event Coordination
( Professional Correspondence
	( Customer Service
( Partnership Development
( Budget Control
( Oral & Written Communication
	( Public Relations
( Task Prioritization
( Recruitment
(Data Entry/Documentation


special projects
Include class project
Experience
PRESIDENT | Public Policy Club
Date

Key Responsibilities & Contributions:
Staff Recruitment: Interviewed and hired staff for executive board team. 
Event Coordination: Partner with academic and student clubs to organized events. 
Public Relations: Coordinated teams responsible for event promotions, videos, and other informational.
EXECUTIVE ASSISTANT INTERN | Company Name 
Date
Key Responsibilities & Contributions:
Key Responsibilities & Contributions:
Key Responsibilities & Contributions:
Key Responsibilities & Contributions:
Education 
A.A.S. Degree: PUBLIC POLICY & ADMINISTRATION| HOSTOS COMMUNITY COLLEGE/CUNY 
Date

