
Gwendolyn mACEY
TEL.: 555.111-222
EMAIL: g.w.macey1234@hotmail.com
	objective

	
	Entry-level position providing administrative support and coordinating travel and site-specific arrangements for international study participants.

	skills Profile

	
	International 

· Worked in Australia and in the UK, serving international customers.

· Studied abroad for one academic year in Denmark.

· Traveled for recreation throughout Europe and to Japan.

· Speak beginner Spanish and Danish.

	
	Organizational

· Planned and directed therapeutic group recreation for psychiatric patients.

· Prioritized and produced all forms of office communications.

· Prepared monthly executive credit card activity reports.

	
	Interpersonal

· Experienced in crisis intervention counseling and peer counseling.

· Volunteered in varying projects and committees with Alpha Phi Omega and Girl Scouts.

· Secured individual and group hospitality bookings by phone.

· Awarded 100% rating from mystery retail shopper.
· Personally assisted top-level executives.

	work history

	
	Sunset Opal Factory, Shop Asst.                  
	Winton, QLD, AUSTRALIA / Jul 04 – Sept 04

	
	Starbucks Coffee, Barista                                                         
	Austin, TX / Jun 03 – Jun 04

	
	York Backpackers, General Asst
	.                     York, UK / Jan 03 – Apr 03

	
	Texas Tech University, Student Asst.      
	Lubbock, TX / May 99 – Aug 99, Jun 00 – Dec 02

	
	Covenant-Lakeside Hospital, Activity Group Asst.             
	Lubbock, TX / Jul 01 – Dec 02

	education

	
	Texas Tech University, Bachelor of General Studies 

· Recreation & Leisure Services
· Substance Abuse Studies 
· Psychology
· Highest Honors                                                  


	Lubbock, TX / Dec 02
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