Connie Aguilera
134 Shady Rill -  San Antonio, Texas 78213 - 210.323.3011 - connie.aguilera@me.com
Executive Summary
I’m highly motivated with strong verbal, listening, and writing skills in English and Spanish. I’m comfortable interacting with all levels of the organization and public. I’m able to negotiate and problem solve quickly and efficiently. I’m able to prioritize to accomplish individual and team goals. I’m highly committed to producing quality work and excellence.
Education
Bachelor of Arts, Communication Arts					2008-2012
Concentration in Media Studies with a personal interest in Public Relations GPA 3.7
Awards include: Dean's list Fall/08, Fall/09, Spring/10, Fall/10, Spring/11, Fall/11, Spring/12
Volunteerism- Haven for Hope (2010); Race for the Cure (2008-2010); St. Mary Magdalen Church serving Thanksgiving dinner to community (1996-Present), March of Dimes, Go Red for Women, Leukemia and Lymphoma Society, United Way
Relevant course work- Impact of Media on Society, Writing for the Media, Journalism, Accounting, Global Media Studies, Communication Research Methods, Publishing and Web Design, Professional and Technical Communication, Writing for Business
Work History
Media Associate          F&C Quality Services, LLC	    2006-Present
Design and draft proposals, bids, invoices, work orders and purchase orders for present contracts
Design and maintain F&C website, Twitter, and Facebook accounts.
Certified in OSHA- slips, trips, and falls, blood borne pathogens, and administrative guidelines
Handle accounts receivable and accounts payable issues.
Write emails to maintain and improve customer relations and employee/employer relations
Handle and distribute petty cash and employee checks
San Antonio Botanical Garden/ Society
Intern (February-May)	Administrative Assistant		      Present
Designed layout for master schedule and volunteer brochure
Collaborated with Creative Link to improve marketing strategy through Facebook and Twitter
Contributed social media campaign knowledge to the Marketing Director
Made purchases in efforts to improve office visual and Carriage House decor.
Contacted entertainment companies asking to provide their services, free of charge, to the Garden's official Fiesta Event. 
Managed the entertainment, presentation, and coordination aspects of parts of the Fiesta Event.
Learned extensive rental information regarding the Garden and its many facilities.
[bookmark: _GoBack]Became familiar with Microsoft Office programs and Perfect Table ( a new program which helps organize events with tables, guests, and layouts.
Helped finalize Splendor in the Garden (a major fundraiser which included over 650 guests)
Learned about development records, Microsoft mail mergers, and the proper way to establish a relationship with donors.
Under the direction of the Marketing Director, I learned how to establish confidence while learning a new program.
Internship led to employment.

References available upon request
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