Xxxxx E. Rxxxx
1004 xxy Mxxor Drive, Apt xxx3



 
         
        (xx3) 739.7159

Salisbury, Maryland 21804 



                    Kendall.Richards@gmail.com


Objective:
Seeking employment in the Office of New Student Experience as Administrative Assistant II.
Education:

Bachelor of Arts





                           
             December, 2005

Major: Communication Arts (Public Relations/Journalism) Minor: English 
     Overall GPA: 3.2/4.0
Fulton School of Liberal Arts at Salisbury University, Salisbury, Maryland   
       Major GPA: 3.5/4.0
Skills:

Recognized for leadership in a variety of positions and organizations; Highly organized and efficient individual; Strong communication, interpersonal and presentation skills; Effective team motivator; can produce positive results and meet deadlines; Possesses outstanding work ethic and always represented my employer well; Superior proficiency in computer literacy and skills.
Professional and Developmental Experience:

Office Manager, Krum Real Estate and Appraisal Group

           

    2003-Present


Salisbury, Maryland

Maintains office organization and records; Accountable for correspondence and appraisal research; Tracks invoices, assignments and outgoing reports.

Office Assistant, Network for Mercy Education



   
       1999-2002


Baltimore, Maryland

Responsible for web development and design; Created a multipurpose auto-run presentation for worldwide use; Assisted in daily office tasks.
University Host, Salisbury University




                      2003-2006


Salisbury, Maryland

Selected from many students to represent the University; Hosted families and prospective students while answering numerous questions about the University; Assigned families to groups and toured campus with diverse crowds.
Marketing Communications Intern, Delmarva Shorebirds


                      2004-2005


Salisbury, Maryland

Responsible for publication and web design; Assisted in the development of a homecoming event for the players that included the public; Redesigned press kits and helped to control budget for kits; In-charge of children’s fan club and planned events for member participation.

Assistant Project Coordinator, Monotype Publishing




                 2001


Baltimore, Maryland

Assisted editing and design staff in the layout and proofing of educational textbooks; Worked with Project Coordinator to develop organization within the office.

Activities:


President, Lambda Pi Eta: Delta Theta Chapter


                
       2005-2006

National Communication Association Honor Society

Responsible for writing agendas and directing meetings; Developed annual service learning project for members; Increased membership attendance and induction class size during tenure; Planned three successful ceremonies for inductees and graduates.
Member, Public Relations Student Society of America

                      
       2004-2005


Public Relations Society of America Student Organization



Participated in public relations service for local nonprofit organization

