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PROFESSIONAL EXPERIENCE
Hostos Community College/CUNY, Bronx, NY


November 2016-Present

College Assistant, Career Services Office
· Engage students in exploring career choices and accessing employment opportunities
· Manage front-desk operations to maximize office efficiency

· Encourage students to utilize services by promoting professional development workshops
· Assist students with creating resumes, cover letters and thank you letters 
Autotrader.com, Bronx, NY




September 2016-December 2016
Business Intern
· Scheduled and coordinated meetings with staff and executive board members
· Utilized QuickBooks & Access to organize information
· Reduced company expenses by negotiating product costs with vendors
· Reviewed and allocated budget for each department with accountant and supervisor
EDUCATION

Hostos Community College/CUNY, Bronx, NY

Expected graduation: June 2017 
A.S. Degree: Business Management

Coursework

· Introduction to Economics 

· Accounting I & II

· Sociology
· Business Law I

· Principles of Management

· Business Applications using Excel

SKILLS

· Proficient in Microsoft Office Suite

· Intermediate skills in QuickBooks
· Excellent Interpersonal skills

· Leadership & communication skills
· Manage social media accounts
· Decision making skills

