Aimee Boatwright
abright@gmail.com
Current Address: 1616 S. Hampton Ave ∙ Milledgeville, GA 31061∙ (478) 555-5555
Permanent Address: 241 Westlake Rd ∙ Atlanta, GA 30303 ∙ (404) 222-2222
OBJECTIVE
Part-time Office Assistant or Front Desk Clerk
SKILLS
(     Fluent in Spanish.
· Team player who adapts quickly and communicates well with others.
· Proficient in MS Word, PowerPoint, Excel, HTML.
EDUCATION       
Georgia College & State University, Milledgeville, GA, May 2011

                                
Bachelor of Arts: Mass Communication 

      
Concentration: Advertising
GPA: 3.81


       
Parkway High School, Atlanta, GA, June 2007


       
Salutatorian, National Honor Society
RELEVANT
     
Fundraiser, September 2007-Present
EXPERIENCE
GCSU University Advancement, Milledgeville, GA

· Call alumni and parents to solicit funds for the Heritage Foundation.
Office Assistant, April 2007-May 2007
     


Digital Communications, Atlanta, GA
· Assisted Director with planning and organizing volunteer programs.
· Arranged hotel accommodations and table locations for volunteers, pre-ordered lunches and dinners, and served as the liaison for the volunteers and the agency.
LEADERSHIP

Chair of Community Service, GCSU Residential Student Association, September 2007-Present

· Represent RSA at the G.I.V.E. Center meetings.
· Report project ideas and receive approval from RSA official advisor.
· Coordinate goals and activities with other executive board members.
Co-Chair for International Day Activities, GCSU International Club, Fall 2007
· Used communication and negotiation skills to acts as a liaison between administrators and students
· Motivated and recruited volunteers from International Club and other campus groups .
· Delegated and supervised duties to volunteers.
· Organized crowd flow for the activities.
President, Student Government, Parkway High School, September 2005-2006                  

· Oversaw monthly formal meetings and weekly informal meetings.

· Reported student activities to school administration.

· Evaluated students’ comments concerning government performance.

ADDITIONAL      
Cashier, June 2006-August 2007
EXPERIENCE      
Home Depot, Atlanta, GA
· Prepared daily deposits and balanced cash registers.
· Assisted customers with merchandise location.
· Handled, tagged, and shelved inventory.
