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XXXX, New York, 10457 | H: XXX-XXXX-XXX | XXX-XXXX-XXX XXXX@XXXX.XXX
SUMMARY
To obtain a position within an establishment that offers both learning and growth opportunities within communications, marketing, or administrative work.
HIGHLIGHTS
	Microsoft Outlook, Access, Excel, Word, PowerPoint, Internet applications and Social Media platforms such as Facebook, Twitter, and Blogs *Self-motivated, able to learn very quickly and excellent record of dependability *Quality customer service and communication skills *Team player, work well under pressure and deadlines
	


EXPERIENCE
07/2014 to 08/2015
Marketing Communications AssociateMetropolitan Transit Authority － New York, New York
· Created marketing and promotional materials, both print and electronic.
· Copyedited, proofread, and revised communications.
· Created and delivered press releases, media relations content, case studies, and speaking proposals.
· Reported on budgeting, campaign analytics, competition, and other metrics.
01/2013 to 05/2016
Staff AssistantSingle Stop USA － Bronx, New York
· Planned community work activities, created advertisements, and flyer distributions.
· Organized and led workshops for students to become aware of the services offered.
· Entered data into Microsoft Dynamics C.R.M., and created logs on excel spreadsheets.
· Produced and distributed correspondence memos, letters, faxes, and forms.
01/2010 to 12/2013
Computer Lab AssistantOnondaga Community College － Syracuse, New York
· Helped students with computer related questions and provided assistance with logins.
· Updated computers' software and operating systems, and wiped viruses from computers.
· Maintained a clean studious environment.
· Performed basic computer troubleshooting including software and printer maintenance.
EDUCATION
May 2018
Master of Arts: Liberal Studies CommunicationLehman College of City University of New York － Bronx New YorkLiberal Studies Communication
May 2016
Bachelors of Arts: International Studies & CommunicationsCity College of City University of New York － New York, New YorkInternational Studies & Communications
January 2014
Associates: Arts Human ServiceBronx Community College of the City University of New York － Bronx, New YorkArts Human Service
LANGUAGES
Fluent reading/writing Spanish
SKILLS
Word Processing, Spanish Fluency, Advanced Bookkeeping, Schedule Management, Systems Analysis, Problem Solving, Adaptability, Collaboration, Strong Work Ethic, Time Management, Critical Thinking, Handling Pressure, Leadership, Creativity
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