Brittany Biz


	(631) 979-2345
	
	123 Business Way

	Email: bbiz@optonline.net
	
	Smithtown. NY 11787


WHAT I HAVE TO OFFER YOUR COMPANY for the position as a administrative assistant intern.  

· Strong computer skills.

· Critical thinking skills for research purposes.

· Accurate and detailed oriented work habits.

EDUCATION:

Will graduate in June 2005 from Smithtown High School, Smithtown, NY.    I have developed the following workplace competencies:

	Critical Thinking Skills:


	· Analyze ethical and unethical case studies

· Developed a code of ethics for the classroom or an existing company

· Designed a strategy for implementing a new positive corporate culture for a company

	Communications Skills:
	· Gave a five-minute oral presentation on my ethics project and branding project.  

· Wrote an essay on the glass ceiling after watching a documentary on the subject.

· Won first place in an essay contest sponsored by the Long Island Teacher Association Presidents’ Council on “How my school helps me be a better person”.



	Team Work and Leadership Skills:
	· Worked in teams to develop the ethics and marketing project.  I was the team leader.



	Time Management Skills
	· As the team leader I was responsible for the team meeting the project deadlines successfully.  I also handed in my individual assignments on time.



	Computer Skills
	· Utilized the following software programs in completing projects:  Microsoft Word, Excel, PowerPoint, and the Internet.

	General Business Terminology 

and 

System Skills
	      Mixed Capitalism                              Branding Strategies

      Economic Indicators                         Marketing Mix

      Globalization                                     Business Ethics

      Diversity in the Workplace                Human Resource Management

      Financial Literacy                              Entrepreneurship 



	Learning from the Experts
	· Class field trips to CNN or a corporate headquarters  

· Introduced real world concepts through guest speakers such as Mr.Tim Heffernan from Symbol Technologies.and Mr. Smith from Lynx Marketing Solutions

 

	Workplace Experience
	· Intern, non-paid, for Symbol Technologies, Bohemia.  During my ten-week internship I assisted the sales staff with their daily tasks and entered data into the corporation’s database.

· Office Assistant, Design Capital Planning.  Summer, 2002.   Duties included making appointments for potential clients who wished to design a marketing and promotional plan for their company.








